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ONE OF rHeE MAIN ARTERIES OF keep its factories going 
business is pictured on our cover speaking in terms ! 
this month, with the skyscrapers of other that should be 

New York towering in the back- the first in a series of art 
ground. Often referred to as the uled for our next issue 
Gateway to America,” the nation’s story of Retail Credit Comp 
number one city is also the gateway be unfolded in three 

to lucrative foreign trade. The larg- planned for the same 
est retail center and the largest methods story which 
manufacturing center in the United one of The Upjohn Comp 
States, New York's river front area offices increased the effici« 
is one of the city’s arteries which order handling system 
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This Book 


should be sold... 


you can have it 
; for nothing! 


UARCO'S ENCYCLOPEDIA 
OF BUSINESS FORMS 
FOR PURCHASING 


>) 
Y 


Every now and then business is 
offered a truly helpful book. This is one! 
It contains no advertising; only facts 
thirty-eight pages about Purchasing 
btorms. LUarco breaks down your eight 
bast Purchasing Forms; Purchase Requi 
sition, Request for Quotation, Purchase 


Order, etc., and tells you 


© what the form is ¢ why it is used ¢ who 
uses it © where it originates © distribution of 
copies © details of design backing up 
each point with large, clear illustrations of 
the forms 
This is the first book of its type available 
anywhere. Its only purpose ts to tell you 
what you should know about Purchasing 
And it does just that! 


Varco Offers You This 
important Book Free 


Asa businessman, you will want to under 


Forms 


stand the function, design and use of your 
business forms if you are to buy them 
iotelligently; use them efhciently. You owe 


it to yourself, to 


pin this coupen te your letterhead 
and mail for your free copy, today! 
Chicago 
Oakland 


cet ‘ 
Watseka 


LARCO 


imCOMPORATEO 


Business Forms 
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Civic Spirited Chains 


statements. How 
ire other note 


where ocal mar 


f tores have this 


large 


feeling of “working for the good o 


the community 
In Kirkwood, one of ie larger 
communities ciose to the 
Mo., we have a local 
Atlantic & Pacific 
store, Mr. Dempsey 
Cornwell, who has this 
community interest, and who has re- 
peatedly given evidence thereof. He 
is loyal to his company, but his deal 
ings with his fellow merchants and 
his customers have demonstrated that 
the welfare of the community from 
which he draws his trade is closely 
linked with his company’s welfare 
Therefore we thought you might 
in future consideration of good com- 


suburban 
city of St. Louis 
iger of an 
Company 


feeling of 


munity relations, enlarge your list of 
include the 
Company 
Kirkwood 


organizations to 
Pacific Tea 
BREDEHOEFT 


chain 
Atlantic & 

Mrs. J. F 
Mo 


Editorial ls Dogmatic 
To the Editor 


Your editorial on 
January 1952 

Mr. Hoffman is probably the only 
Republican 
beating the 
White House 

Well, the wri 


diction that 


page 5 of the 


issue, Says 


who stands a chance of 


present tenant of the 


make a pre- 
dogmatic as 
yours 

rruman, (the 
the White House) has two strikes 
against him now and, the third 
strike will be called early November 
4, 1952, by the American voters, if 


s a Democratic 


present tenant of 


nominee. We are 


sure of this statement (again 


c like you) that we 
bet with you 
loses, you send 
ription, free 


next 10 





Adm 
protege trom 
inization trom 
seems that we have 
today like the one 
question 
to accept 
ice of false pr gandé Propa 
ganda repeated again, and again, and 
igain, by those leaders ») Want it 
many editors have taken 
from Hitler 
lieved that if somethi 
often enough, it was so 

We don’t usually write letters 
about editorials we read, but in your 
particular case it would seem there 
is one your staff who 
cant even say “in my opinion 
Anyway, you have a fine magazine 
otherwise.-F. W. SWANSON, chair- 
man of the board, Globe Hoist Com- 


Des Moines, lowa 


Too 
lesson who be- 


ng was repeated 


editor on 


pany 


Mr. SWANSON: I hope you are right 
in your desire that Truman be de- 
feated by the voters later this year 
ago I decided not to 
make any bets. It is 
one of the best ways I know to lose 
a good friend, and for that 
I must decline to your 
fered bet 

I feel that saying in my editorial 
Mr. Hoffman is probably " re- 
lieves me of the charge of being dog- 
matic. At any rate, I hope your 
candidate wins, as I feel sure you 
and I would both support the same 


Several years 
more election 


reason 


accept prot- 


man 


Business’ Paradox 


To the Editor 


Your editorial comment under “The 
March of Business” in the December 
(1951) issue concerning my discussion 
of the paradox confronting business 
proved most 
quite see your point, but I am afraid 
I still cannot fully your re- 
assuring optimism. It is 


interesting to me. I 


share 
indeed 
sible dignify ‘“‘the 
professional knockers, croakers, agi- 
tators” with too much attention. Even 
so, this does not seem to me to dispel 
the paradox that business has failed 
to gain for itself the same degree of 
acceptance and confidence it has won 
products—that too many 
people will swear by Jones’ paint and 


pos- 


that we often 


for its 


swear at Jones 


Actually, I did not have in mind 


the rantings of the ger you men- 
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ft them 
palled a 


business 


people 
product nd thereby do accor 
maker a \ » of confidence, you will 
hear them saying at another time 
that the same company is “too big 
or that its profits are the cause of 
high prices. These ideas lead them 
off into political action which is harm 
ful to everyone, most of all them 
selves. These people are usually fair 
minded Americans; 
them the facts, they e ‘rly . 
them in and quickly concede the in- 
justice of some notions about Ameri 
can industry that are all too wide- 
spread. In our own experience, for 
example, they quite readily see the 
point when we tell them that ex- 
penditures of $27 million, including 
cost of research, were required before 
Du Pont could get into satisfactory 
commercial production of nylon-—and 
that only a big company could under- 
take such things successfully. Or, to 
take the much muddied subject of 
profits, these good people are quite 
ready to revise some of their ideas 
when it is pointed out to them that 
on the average over the years the 
profits of industry are little better 
than 4 per cent of sales, and that a 
good part of this is plowed back into 
new productive facilities 

We are tempted to say “Everybody 
knows all that,” but the sad fact is 
that everybody doesn't. The miscon- 
ceptions of seemingly well-informed 
people on the subject of corporate 
profits, for instance, are truly star- 
tling. Perhaps you recall the survey 
of the “Opinion Index for Industry’ 
which revealed that only 22 per cent 
of the people think corporate profits 
are less than 11 per cent of sales 
while 39 per cent of the people think 
these profits exceed 25 per cent 

An even more striking example of 
the thing that bothers me was a 
survey in 1949 by the Psychological 
Corporation, which showed that while 
75 per cent of the people surveyed 
were definitely opposed to socialism 
they still favored specific 
which fell within their own definition 


when you 


measures 


of socialism 

As I say, I quite 
should not accord undue weight to 
the rantings of doctrinaires. But I 
still think we need to be deeply con- 
cerned by the fact that much mis- 


igree that we 


understanding and disunity in our 
national life arises from the mis- 
taken attitudes and beliefs of people 
who are possessed of good will, but 
bad information..-HarRoLD BRAYMAN 
director, E. I. du Pont de Nemours & 


Company, Wilmingte Del 
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New COPYFLEX system 
saves Tax Return time! 


The revolutionary new BRUNING 
CopyFLex TAX RETURN SYSTEM 
saves hours... even days...in pre- 
paring returns. 

Your “worksheet” can be your 
tax return and, within minutes, you 
can get all the error-proof, low- 
cost, exact copies you need without 
any typing or proofre ading. 


Tax authorities of bank and ac- 
counting groups worked with 
Bruning in devising this new time- 
and trouble-saving system of pre- 
paring corporation, fiduciary, indi- 
vidual, excess profits, and many other 
tax returns. Leading banks and ac- 


counting firms already are using 
the COPYFLEX Tax Return System 
and enjoying its economies 

Why hire special, costly statistical 
typists for tax work when you need 
no typing at all with COPYFLEX? 
Save this expense ... and speed pro- 
duction of completed returns and 
copies as well 


Get the full story. Mail the coupon. 


CTTLTLT3 


Specialists in copying since 1897 


y —-— <= — CHARLES BRUNING CO., INC. -— —- — — 


Dept. 032 


Teterboro, N. J 


Please give me full details on how to speed tax werk vie the Bruning 
Copyfiex Tax Return System 


COPYFLEX "50" is easy to op 
erate, handles lorge volume of 
tox return copies fast 
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| 
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(ne 
Jlinute 

in this chair 
will 
convince you 


You can handle your basic business records 50% FASTER with 





Cardineer the revolutionary record file! 


There’s nothing like actually operating 
Cardineer to convince yourself that here is 
indeed the most efficient way to handle re- 
cords. You will discover the time-saving, 
personnel-savings benefits Cardineer brings 
to every record-handling problem. 

One touch of the control button rotates 
5500 records in front of your eyes. Refer- 
ence is instantaneous — posting a matter of 


Clip Now For the Profitable Details 


Diebold, Incorporated, Canton 2, Ohio 


Yes, I'm intereste 1 in stret hing my office “woman power” 
and would like complete facts on Cardineer without 


ob! gation 

Name Title 
Company 

Address 

(ity 


s 





seconds. All the activity rests solely in your hands 
— walking, holding, squatting is strictly a thing 
of the past. And when you see the feature that 
gives you absolute control of vital records within 
the Cardineer, you'll immediately become a Card- 
ineer fan. Take us up on this challenge and write 
now for the complete facts — use the convenient 
coupon below. Diebold, Incorporated, Mulberry 
Road, Canton 2, Ohio. Dept. C- 2. 


Diebold 


RECORD HANDLING Systems 


Microfilm © Rotary, Vertical and Visible Filing Equip- 
ment © Safes, Chests and Vault Doors © Bank Vault 
Equipment © Burglar Alarms 
Factory Branches and Dealers in al! principal cities 


Serving Business for over 92 years. 
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AGH of Dsins 


The Average American, accord- 
ing to the New York Journal of 
Commerce, must pay $34,743.23 in 
taxes during the remainder of his 
life. This will be 22 per cent of 
his total earnings, during that 
time, and will amount to approxi- 
mately 8 years’ earnings. These 
figures are based on a life expect- 
ancy of 68 years, during 3 of 
which he can collect a return from 
his Social Security payments 
Every employer, it seems to us, 
ought to pound these facts into 
the heads of all workers, so that 
they can understand that they 
must work 8 years for the Govern- 
ment if they continue to vote for 
the present Administration. Per- 
haps the right sort of Federal Gov- 
ernment could cut this figure to 
4 years 


Benjamin J. Fairless is becoming 
one of the clearest thinkers in 
industry, in our opinion. In a re- 
cent statement concerning the de- 
mands of the CIO steelworkers he 
said, “In the course of these pro- 
ceedings you have heard union 
witnesses demand ‘equality of sac- 
rifice,’ and that is a nice phrase; 
but I must call your attention to 
the fact that among all the groups 
which share in the money we get 
from our customers, the only ones 
which have made any financial 
sacrifice of any kind, so far, are 
the companies themselves and 
their share-owners.” We do not 
understand how this statement can 
be disputed. Union leaders are 
great phrase-makers, and their 
contentions may mislead many 
voters; but their phrases, patriotic 
as they may sound, sometimes fall 
considerably short of the truth. 


Pacific Finance Corporation says 
that automobile dealer morale is 
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at a low point because profits are 


declining, and have already 
reached a low point in postwar 
experience 
dealers of this country understand 
that the picnic may be over, and 
that a little good old-fashioned 
selling and service to customers 
might repair their financial fences? 
We doubt if any group of dealers 
ever treated customers with such 
haughty disdain as automobil 
dealers have, for so many years 
Perhaps some of the present deal 
ers will have to go bankrupt and 
be washed out before the auto 
mobile business ever gets back to 
showing the respect 
tomer has a right to expect 


f 


every cus 


David Sarnoff, board chairman 
of Radio Corporation of America 
speaking of the need for greatet 
research asks: “Who is to foot the 
bill?” He points out that with 
taxes what they are today, the 
private philanthropist is pretty 
well gone. Wealthy patrons who 
sponsored men of science, just as 
they sponsored musicians, artists 
and writers are fading from the 
picture. Mr. Sarnoff attempts to 
answer his own “who is to foot 
the bill?” question by 
“Some people say—let the Govern 
ment do it. And you may be sure 
if industry doesn’t do it, the Gov 
ernment will have to do it. But 
I think there are at least three 
good reasons why we should not 
let this happen. In the first place 
we all know that any time the 
businessmen of the country fail to 
meet a revealed public need and 
abdicate their responsibility to 
Government, they are fostering the 
very thing they want least. That 
is, increased Government control 
of the daily lives of all the people 
In the second place, I firmly be 
lieve that Government control of 


saying 


Can't the automobile 


research would destroy the very 
qualities that enable researchers 
to make such an important con 
tribution to society The third 
reason, of course, is that the only 
money the Government has is the 
money it gets directly or indirectly 
from industry and the people that 


industry serves 


Retail Trade in the Chicago 
metropolitan area is moving away 
from the Loop, or downtown dis 
trict. According to an announce 
ment recently made by Albert J 
Reiss, acting director of the Chi 
cago Community Inventory of the 
University of Chicago, the propor 
tion of retail business done in 
Chicago's Loop decreased from 26 
per cent of the total retail sales 
in Chicago in 1935 to about 18 
per cent in 1948. Outside the Loop 
retail business increased from 74 
per cent in 1935 to 82 per cent 
in 1948. We have been writing 
about this trend of retail sales 
away from nearly all downtown 
districts for many years. Nearly 
15 years ago we ran a series of 
articles on this trend, especially 
the movement to the main high 
ways. The trend is apparent every 
where, even in smaller towns of 
less than 10,000 population. Busi 
ness property in congested dis 
tricts may still be held at high 
prices, and at times there is turn 
over at high prices, but we believe 
that the trend over any consider 
able period must be down, down 
down 


E. R. Taylor, vice president for 
marketing at Hotpoint, Inc has 
sent a smart letter to all his com 
pany’s dealers. He points out there 
still remains plenty of market for 
home appliances, and that a price 
war just because there is a tem po- 
rary lull in sales would be the 
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How many Paperwork 


We" than vou think. For behind every clerical 
worker lurks the Paperwork Pirate — symbol 
of waste. ineflierent methods —ever ready to get on 
the parsroll 

The Paperwork Pirate thrives on elerical costs, 


Phe 


spend copying business data 


confusion ina unnecessary overtime. thore 


hours your employees 
such as mames, code 


the better he likhe- 


be done in nearly every department of your business, 


s. dates. dese riptions, rates, 


it. Such repetitive writing must 


but vouecando it more efficiently with Addressograph 
methods 

With A\ddres 
aometal plate 


sograph this data is written once on 
checked for accuracyv—and from then 
on you get error-free transcriptions on any kind of 


formioor any place on oa torm,. compact or spread 


Addressagraph-Multigraph | 


Simplified Business Methods 


SERVING SMALL 


BUSINESS —- BIG 


Pirates on your payroll? 


over a broad area, 30 to 50 times faster than ordinary 
\ ith new 


models you can handle repetitive figure data in the 


methods, Addressograph Accounting 
same way, automatically getting journal tabula- 
tions and accounting totals. 

Phe Addressograph way is the way to tac kle vour 
repetitive writing and accounting problems. Watch 
your costs drop. your overtime hours decrease, your 
production level increase. This is the way thousands 
of companies. large and small. are cutting clerical 
costs in the factory as well as in the office. 

Let the Addressograph man show you how to 
reduce costs of writing repetitive data. Call your 
local Addressograph office or write Addressograph- 
Multigraph Corporation, Cleveland 17, Ohio— 


Production Machines for Business Records. 


BUSINESS ~ EVERY BUSINESS 


AMERICAN BUSINESS 





worst thing that could happen. He 
says, “Price wars, like all wars 
are destructive. There is no bot- 
tom to price. If you cut the price 
of a product, you'll always find 
someone who will cut deeper than 
you. If you try to keep up, you'll 
go broke.” Then he adds, “Never 
forget, salesmanship built America 

not production. The answer is in 
activities, not deals."’ Excellent ad- 
vice, Mr. Taylor, and we'd like 
to see every other manufacturer 
writing his dealers in the same 
friendly, informative, and _ con- 
structive vein 


Chicago & Eastern Illinois 
tailroad is fighting for its right 
to reduce rates for hauling new 
automobiles to meet the competi 
tion of motor carriers. The rail- 
road management claims that op- 
erating efficiencies and the use of 
modern equipment enables it to 
earn a profit from a lower rate 
The Interstate Commerce Commis- 
sion contends that the road's rate 
is too low, that it cannot earn a 
profit. Here is about the most 
flagrant case of unwarranted usur- 
pation of authority by a Govern- 
ment commission that has come to 
our attention. Railroads have been 
criticized for losing the new auto- 
mobile traffic. Now, here comes a 
road which has increased efficiency 
and improved its equipment and 
facilities to the point where it can 
win back this lost traffic. And a 
bunch of Government busybodies, 
who probably do not know which 
way is up, deny the road its in- 
alienable right to make rates based 
on the savings from better equip- 
ment and improved facilities. 
What would the Interstate Com- 
merce Commission dunderheads 
have the railroads do? Freeze 
progress, lose business, go broke, 
become Government property, so 
that more bureaucrats can have 
soft jobs messing up our economy? 


Moore Business Forms, Inc., 
built a new plant about 7 years 
ago at Denton, Texas. The com- 
pany was so busy at its home plant 
in Niagara Falls, and elsewhere 
that only four men could be spared 
to man the Denton plant. Today 
the plant has 16 big automatic 
Kidder presses and other printing 
and binding equipment to serve 
these presses. All the personnel has 
been trained by the four men who 
came to Denton from Niagara 
Falls. They can turn out a good 
compositor or a good pressman in 
2 years of intensive training on 
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the job. Some unions demand 4 
years’ apprenticeship before they 
admit a man has learned his tr: 
This seems to indicate it is not a 
help shortage that plagues us, but 
a shortage of men and companies 
who can train existing help t 
do the jobs 


Robert F. Elder of Boston recer tly 
put his finger on a very important 
fact. At a meeting of the Amer 
can Management Association, he 
pointed out that 
spending power in 1952 is esti 
mated at $105 billion, or four and 
one-half times the 1940 figure 
Squeezing out the inflation, peopl 
can still buy two and one-half 
times as much this year of the 
things they want but do not neces 
sarily have to buy as they did 
1940. Suppose we keep this figure 
in mind to tell dealers and « 
tomers who are quick to holler 
that business is slipping. All we 
need to promote buying is the 
right kind of selling and marketing 
skill, properly applied 


discretionary 


Rubber Shortage no longer ex 
ists. But the Government does not 
seem to know it. The ban on 
whitewall tires, created to save 
rubber, is still in effect. Now, we 
refuse to become excited about 
whitewall tires (we can't afford 
them anyway). But the Goverr 
ment’s continuing to act as though 
a rubber shortage exists is typical 
of the dilatory tactics of the 
bureaucrats. Why can't they re 
member that the late World War II 
was over many months before they 
got around to using the old tires 
and the tires they yanked off 
citizens’ automobiles. Fact is, we 
doubt if all those old tires the 
Government piled up were ever 
used. Trust the thimble-wits of 
Washington to do things wrong 


Management Problems are sel 
dom as difficult as some executives 
would make them out to be. Day 
after day we hear executives talk- 
ing about what can't be done, only 
to find somebody across the street 
or in the other end of town doing 
exactly what others assert cannot 
be done. “You can't get good help 

“You can't get prompt deliveries 

or “You can't get decent produ 

tion these days’’—these are the 
“can'ts” that thousands of execu- 
tives repeat day after day. But 
not far away from any executive 
who repeats these phrases is a fel 
low who is turning them inte 
“can's.” 


Sizes, Colors, Styles are badly 


stocked in many retail stores. Day 


i 
after day people enter stores and 


ask for simple, staple items, only 
told that they were “com 
sold out The 
this little di 


or more tim a day, is 


amazing 
repeated 
ne seems to do anything 

The clerks, in 

no longer make any pre 

tense of reporting “outs.” And ir 


many 


thousands of stores it seems ex 
tremely difficult to acquire stand 

staple merchandise, for the 
simple reason that no 
maintained to keep up stock. What 
this haphazard 
different method of stockkeeping 
osts America in sales, no one 


system Is 


careless, and in 


knows. But it is one of the rea 
sons why savings are mounting 
and sales are not going ahead as 
they might. Get your salesmen 
busy selling the idea of better 


stockkeeping 


IIlinois Central Railroad Company 
has employed Norman B. Sig 
band of DePaul University to 
teach its executives how to write 
better letters. Splendid idea. Some 
good examples of excellent letters 
could be found in the old files of 
the late L. A. Downs, one-time 
president of Illinois Central. The 
genial little Irishman wrote won 
derfully cordial and warm letters 
But all too few of his associates 
learned much 
writing from 


and lieutenants 

about good letter 
him. It is amazing how the cliches 
and hackneyed terms of letter 
writing survive. Illinois Central 
will find it profitable to teach its 
people how to breathe the breath 
of friendship and life into a dic 
tating machine 


Court House practices are prob 
ably as badly in need of moderniz 
ing as any other activity on earth 
We recently heard of a County 
Tax Assessor and Collector who 
makes no carbon copies of letters 
written in his office. Asked why 
letters go out minus any record 
which can be referred to later, he 
said, “Well, the fellow who was 
here before me didn’t keep any 
copies, and I don't either.” Well 
the fellow who was there before 
the present incumbent wrote with 
a quill pen, and never heard of an 
adding machine. Too many things 
are done, or not done, because the 
fellow who was here before me 
did it this way 








The Executive Manpower Shortage 
--aud What Cau Ge Doue About Tt 


By Eugene Whitmore 


Thousands of executive positions are 
vacant today because of industry's failure 
to train men for executive responsibilities. This 
story, the first in a series, explains how the 
shortage came about, and what industry must 


do to fill the many empty chairs 


HE man selected to succeed 
Charles Wilson as president of 
giant General Electric Co., Ralph 
J. Cordiner, said not long ago, 
“Developing executive talent is in 
dustry’s most challenging problem 
We cannot govern industry today 
with nothing but a group of spe 
cialists at the top, unless we are 
prepared to call a committee meet 
ing every time there is a manage 
ment decision made 
There are a number of vital 
facts which support Mr. Cordiner’s 
declaration. A brief look at the 
happenings on three railroads 
proves everything he says and 
more. Railroad executives are 
habitual complainers. They com 
plain about low rates, high labor 
costs, the Interstate Commerce 
Commission, feather bedding, bus 
barge, truck, airline, and pipeline 
competition. But it seems when a 
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What is your company doing to provide replacements for top- 
flight executives who must soon make way for younger men? 
This is the first installment of a field report by the editor of 
American Business. He will tell you what 85 companies are doing 
about this problem. Other installments will cover: “What It Costs 


to Train a Top-Drawer Executive” 


Developing Leaders” . 


To gather dato for this report 
Mr. Whitmore will interview 
business leaders in 15 cities 


from New York to San Francisco 


... “The Rotation Method of 
‘Conference Training to Build Manage- 


ment Skills’ . . . “Training Executives to Train Successors” . 
to be followed by the article “Special Assignments to Executives" 





railroad gets the right man, its 
troubles begin to disappear. 

In all the history of railroading 
it would be difficult to find a sicker 
property than was The Minne 
apolis & St. Louis Railway Co. lis 
bridges were too light and too 
frail to support modern locomo- 
tives. Its passenger business was 
practically gone. Profits were un- 
known. Attempts had been made 
to sell the road, and at one auction 
sale there were no bidders. 

Then came L. C. Sprague. He 
began building bridges, improving 
motive power, rebuilding right of 
way and tracks. It was a tough 
ficht, but he put the road on a 
profit-earning basis. 

Almost as sick was the Monon 
John Barriger, a young man with 
faith in the future of all railroads, 
was hired to rescue it. He was 
confronted with a sick property 
and about the most discouraged 
group of executives you ever saw 
In a couple of years he had the 
trains running more or less on 
time, had personally lined up a lot 
of new freight traffic and had put 
the feeble Monon back in the 
black 

Several when a 
merger was being contemplated 
the then president of the Chicago 
Great Western Railway Co. said, 
“Somebody has to do something 
for us. We can't go on much 
longer. We would 
merger.” 

The merger never came off, but 
something better happened. The 
road obtained the services of 
young W. N. Deramus III, son of 
the man who put new life into 
the once decrepit Kansas City 
Southern. It did not take long for 
young Deramus to get the Chicago 
Great Western on its feet, despite 
the gloomy announcements of some 
of his predecessors. 


No one could 


years ago, 


welcome a 


rightfully say 
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Wayne Johnston took \ 
Illinois Central Railroad C 
it was “sick."’ But his w 
certainly improved ever 
that road and made 
more than when he 
president's job there 

These cases are cited 
that what is so frequently termed 
“the plight of the railroads" may 
be nothing more than a shortage 
of executive manpower 

Another proof of Mr. Cordiner’s 
statement that executive mar 
power development is industry's 


biggest problem is seen in the 


speed with which industry hires 
retired Army generals, Navy ad- 
mirals, and other Armed Service 
men. Even though they reach 
tirement age in the profession 
which they were trained and have 
served, industry seems avid to hire 
them. This is because industry ha 
failed to develop its own men 
Says an executive of one of the 
major oil companies, “We _ hire 
young college graduate enginee! 
geologists, and business adminis 
tration men. It costs us $10,000 


re 
for 
fi 


per man just to ascertalr 
they have executive pot 
or if they are 
mine narrow specialists 
never develop execu 
When Ralph Budd fell 
of his own rule regarding 
ment and left the presidency 
The Burlington, he 
ately offered a job at the head 
Chicago's ailing surface transp 
lines. In all the years of its oper 
tion it had developed no one 1 
to assume the heavy re 
of modernizing the ancien 
ment and giving Chicago 
face transport system worthy 


lust I 


tive 


was immedi 


America’s second city 

A fairly high 
mergers are primarily due to the 
fact that the smaller companies 
which are taken over by the larger 


percentage 


bothered to 
develop executive manpower to re 


companies have neve! 


place aging and ailing top man- 
agement men 

In June 1950, when Sunray Oil 
‘orporation of Tulsa merged the 
Ider Barnsdall Oil Company, pre 
dictions of many oil men came 
true. They had been talking for 
years about the failure of Barns 
dall management to keep pace 
with the fast moving, rapidly 
growing petroleum industry. They 
had predicted disaster or merger 
for some time, and their predic 
tions came true when Sunray took 
ver, after having first purchased 
7 per cent of Barnsdall stock 

It would be easy to continue 
listing companies where a short 


1 
. 


age of executive manpower has im 
periled earning capacity, stopped 
growth in its tracks, and worked 
against the acquisition of capable 
young men to push the company 
head 
Right here it seems proper to 
ask Why is there such a shortage 
f executive manpower. With all 
well-paid jobs going 
there S« few 
ready » take these jobs 
There are many reasons. Per 


I present 


ips the main reason is 
management's failure, or unwill 
ingness, to “do something” about 
manpower before the situation be 
Actually, it is ex 
a great deal of a man to 


to prepare another, and 


nes critical 


man to move into his big 

and comfortable job. Left to 
individual, the job just will 

not be done, or at least only in 
It must be a 
well-stated company policy to pre 
pare men for advancement and 
heavier responsibilities if the job 
is to ever get done. Without such 
under 
onstant 


exceptional cases 


a well-stated, and fully 
stood policy, and without 


Continued on page 





Britannica employees have a combination cafeteria and lounge area, the latter Several months before the move, this 


space being furnished with pieces no longer needed in new executive offices is what Britannica's space looked like 


Compan 


HEN Encyclopaedia Britanni 
ca, Inc., recently moved its 
offices in Chicago from the huge 
Civic Opera Building to a ware 
house, only 15 out of its 285 
employees left the company. Soon 
after the move was completed 
however, half a dozen former em 
ployees returned to Britannica 
Since the new offices are not so 
to suburban railroad trans 
portation as were the old offices 
it might sound surprising that so 
few employees decided to find 
other employment. The reason 
they stuck with Britannica was 
New conference room (above) has a long table, as well as a screen for movies that they were s on the new 
and slides. Editor Walter Yust has office (below) to suit his particular needs ponies wi a eee See 
Weeks before the new offices 
were ready, each Britannica em 
ployee received a letter at home 
that was signed by the president 
The letter explained » lost lease 
at the Civic Opera Building, and 
told of » problems involved 
finding new quarters arious 
tails were given al the - 
ple air conditioning, lighting 
general comfort planned for 
the new offices, and a stamped 
self-addressed card was attached 
for each ployee to check the 
transportation she 1d most 
convenient to her } ». The card 
was primarily intended for 
cases where transportation 
have to be rk out by 


t 
traffic department 


After the letter was mailed 
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The move to another building enabled company to plan its 
offices so that work flow was smoother and more efficient 


special bulletin board was put to 
use on one of the four floors oc- 
cupied by Britannica employees 
The company’s publicity staff took 
pictures of the restaurants in the 
new neighborhood and put them 
on the board, together with menus 
from these restaurants. In_ this 
way, employees could see what it 
would cost them to eat lunch out- 
side their new offices. 

Of course, there was an addi- 
tional advantage to the new 
quarters, Britannica 
planned to have its own cafeteria, 
and prices naturally would be 
quite low in comparison to those 
of the commercial restaurants 
nearby. The company had not been 
able to provide eating facilities in 
its Civic Opera quarters. 

The big bulletin board con- 
tinued to keep employees _pro- 
gressively informed of various 
new developments about their new 
quarters, and their enthusiasm 
grew as the building progressed. 
Assured of transportation, restau- 
rants, and other factors that 
would concern each employee per- 
sonally, the entire staff was ready 
for the move when it came. 

The new offices, remodeled from 
what was once warehouse space, 
are more modern than the old 
quarters. The main improvement is 
in layout and size. Since Britannica 
built its own offices, it was able 
to arrange the working areas much 
more efficiently than they had been 


because 
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By Wells Norris 


before. On the other hand, execu 
tives of Britannica had learned 
after living in their big offices at 
the Civic Opera Building, that they 
could get along with smaller of 
fices. All private offices, therefore 
were reduced in size, which in turr 
eliminated office furniture here 
and there. 

The various chairs and sofas 
that were no longer 
private offices in the new quarters 
were used to equip an employee 
lounge. There was enough room ir 
the cafeteria to split it into tw 
sections, so one was planned as 
the eating area, while the other 
was given over to the easy chairs 
and sofas as a lounging area 
available for coffee hour, after 
lunch conversation, or an occa 
sional meeting of the Britanniclult 
a company men's social group 

The company had few problems 
concerning furniture and equiy 
ment when making the move t 
the former warehouse space. Nev 
Stow-Davis desks had been boug! 


needed in 


for executive offices a few years 
before, and a new conference table 
and chairs were purchased about 
the same time. Since the new cor 
ference room was the one place 
that offered more room than the 
old offices, the company had ; 

section added to the table 


Britannica visitors 


while not impressed by building en 


trance, are impressed with the lobby, seen from elevator 


ew chairs replaced the 
Paneling end of the room 
opens t reve a blackboard and 
a scree! ct! an be pulled dow! 
for showing motion pictures 
Acoustical 
freely in the 
acre of the tile, in fact. An un 
isual practice makes air condition 


treatment is used 


offices almost one 


ing another unique feature of the 
new quarters. In summer the air 
conditioning units are turned off 
fron x30 to 15 before 
quitting time, to bring the temper 
ature to within 10 degrees of that 
f the outside air. Thus, the con 
trast of cool office air and | hot 


minutes 


itside air is considerably lessened 
making for greater comfort 

In addition to offices 
sritannica wre 4 inter 
esting moneysaving cni ve some 
months ago. The company for 
merly had a centralized collection 
system for its 16 division offices 
and there were in the home office 
about 680 clerical employees al 
together Collections have now 
been decentralized, and there are 
about 400 clerical employees Too 
divisional offices are having great 
making collections, ap 


success 
parently because ple prefer 
getting bills from :; -ar-at-home 
office rather thar om some far 


away central office 








“ 


ba 


“a 


An operator writes the order invoice 
and identification tags on the Carda 
type unit. Punched tape is produced 


automatically when invoice is written 


Cardatypes Speed Orders 





Handling of parts orders at 
General Motors is reduced 
from 17 to 2 steps with new 
system involving units called 
Cardatypes. A unit includes 
two automatic typewriters, 
an auxiliary numerical key- 
desk, 


files, and accessories. The 


board, punch unit, 


system reduces the chance 
of errors, and it requires 


only a short training period 





By Dwight G. Baird 


| parts division of General 
Motors Corporation has re 


new type of 


writing ma 


cently adopted a 
electrically oper ated 
chine 


rder inve 


which writes dealers’ parts 
ices from punched cards 

The new reduces han- 
dling of such orders from 17 dif 
what is known as 
steps. It is about one-third 
faster than the former procedure 
much and 
legible copy, requires less skill on 
the part of the and it 
reduces the possibility of 


system 
ferent Steps to 
) basic 
produces cleaner more 
operators, 
greatly 
human errors in processing a 
volume of about 5 million 
totaling approximately 35 
million items. It is less expensive 
than using tabulator equipment 
for this purpose, which some com- 
and it 


yearly 


rders 


panies di produces a 


punched tape at tl ame time it 
writes the invoices 

Each Cardatype unit 
two automat typewriters ar 
auxiliary numerical keyboard, an 
automatic card-to-tape punch unit 
a special desk, files, and acces 
The cards to be had 
to be key punched when the SYS 


includes 


sories used 
tem was installed 

The “primary” typewriter fills in 
invoices from files of 
cards while it pre 
tape record of parts and quantities 
key-punch unit 


prepunched 
Mluces a card-to 
on an automatic 
which is housed in its base 

The ‘secondary’ typewriter 
connected with the primary by 
selects and types the stock 
automatically 
the other ma- 
billing 


cable 
pickers’ tag 
from the cards while 
typing the 


strips 
forms 


chine is 
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An auxiliary numerical key 
board is used by the operator to 
insert the quantity of each part 
invoiced. Quantities may vary with 
every order, so this information 
is typed in automatically after the 
operator punches the key 

The special desk is designed to 
hold the two typewriters, an 
auxiliary keyboard, and an order- 
holder, and is equipped with an 
automatic card insert and return 
hopper. It also has two card file 
trays—-one on each side of the 
operator. 

Each operator has a file of 
dealer heading cards and a com- 
plete file of parts cards. There is 
a separate card for each part as 
well as for each dealer. Each 
operator in zone warehouses 
stocking only active parts has 
about 4,000 parts cards. Some 
other warehouses also stock in- 
active parts, so the number of 
parts cards is much greater. 

Dealer heading cards contain 
the names and addresses of 
dealers, together with such infor- 
mation as division account classifi- 
cation, sales zone number, dealer's 
code number, class of purchaser, 
and shipping information, such as 
best routing and weight for parcel 
post, express, and freight. 

Parts cards show part number 


bin location, group numt 
name, warehousing- and 
sion codes, dealer net price 
sale net price, and list pri 
addition to being punched i: 
card in four diffe 
part number ! 
right-hand end of the 
visual identification 

Both heading cards and pr 
cards are filed on end. The top end 
of the heading card shows the 


is stam 


1ame and address, while 
the top end of the price card shows 
the part number. The digits of the 
latter are divided into two groups 
for easy identification, such as 
1371 567. There are also 
price cards, filed to indicate out 
of-stock items. When these are i: 
serted in the 
primary typewriter lists all infor 
mation in the usual way, ther 
repeats the “quantity ordered” ir 
a back-order column and 
zeros in the “quantity 
column. 

Orders from dealers are received 
monthly by mail, and shipments 
are scheduled to provide an ever 
flow for each working day of the 
month, with shipments to the most 
distant points first, and so on. This 
is standard practice in the auto 
mobile industry, so dealers know 
when to expect shipments. Monthly 


dealer's 


special 


mechanisn the 


types 


shipped 


supplement 
necessary 
pon arrival 


hecked against a 


experienced parts me! 


m whether they 

collect Then they 
Cardatype operator 

The operator fastens them in a 
Line-A-Time” holder, pulls the 
first heading card from her file 
and inserts in its place a blade-type 
plastic place marker. Inserting the 
card in the hopper on her machine 
the operator button 
which starts the primary type 
writer printing the heading infor 
mation on the order-invoice. She 
then types in manually the second 
line on the form which includes 
number 
class of pur 
chase, order number, page number 
number, as well as ship 
ping information 

Meanwhile, the 
selected the proper price card for 
the first item on the order and 
marked the place in the file, as 
before. She now inserts the price 
punches the 
proper quantity key on the aux 
iliary numerical keyboard, and 
presses the starter button on her 


presses a 


such details as zone 


dealer code, terms 


carrie! 


operator has 


card in the hopper 


— 
Continued page 


This is the Cardatype installation at the Detroit warehouse, GM parts division. The units were first tried by Chevrolet, 


and found so successful, all 45 GM parts depots adopted them 
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making a total of more than 200 units in operation 


13 








Remodeling of the Society's main banking floor eliminated such objectionable 


features as the ‘cages yet retained much of the original architectural beauty 


Posters and art work by school children are displayed in foyer (above). Office 


of the president and chairman of the board (below) is accessible to the public 


” 


HE Society for Savings Build 

ing, with its mammoth sign 
proclaiming 200,000 savers, has 
stood on the public square in 
Cleveland since 1890. The outside 
appearance of this historical land 
mark gives little evidence of the 
recently completed modern facili 
ties and the beauty and dignity of 
the furnishings within. The Society 
literally reached into the sky for 
the space that enabled it to do 
an outstanding remodeling job. To 
the Society, banking is a very 
personal business, with success 
predicated on its ability to pro 
vide good service and to maintain 
good public relations. Unlike the 
shoemaker who let his children 
go shoeless, the Society begins its 


emphasis on service and_ publi 


relations by first establishing good 
relations among its employees 
325 of them--who handle the con 
tinuous stream of business which 
the Society started 102 years ago 
One facility after another im 
presses the visitor. For example 
a mail clerk or typist has custom- 
built walnut desks as beautiful as 
any of those occupied by the vice 
presidents. The president and the 
chairman of the board have a 


Special ‘‘pint-size’’ writing tables 
aid the Society's young depositors 





selations Program Reduces Turnover 


spacious open office on the main 
floor, accessible to the public. The 
switchboard operators have a pri- 
vate, soundproofed, carpeted office 
tastefully decorated with drapes 
and wallpaper. There is a custom- 
built desk for the chief operator 
a mirror on the wall, and a cheery 
welcome to anyone wishing to ex 
amine the telephone communica- 
tions center. The lounge for lady 
patrons has comfortable settees, a 
telephone, and writing materials 
and equipment 

The broad-gauged policies of the 
Society condition the personnel for 
the kind of attitude necessary to 
the banking business. At the same 
time these relations result in low 
employee turnover— 29 per cent of 
the employees have from 10 to 35 
years of service 

The Society provides many rea- 
sons for its employees staying 
Spacious lounges have both locker- 
room accommodations and private 
tiled shower rooms, with indi- 
vidual linen towel service. In the 
women's room, there is an electric 
iron and board for use in case an 
employee “should be caught in a 
rain storm, or possibly have an 
appointment after work.” 

Employees and their families 
may eat low-cost, nutritious meals 
in the Society's dining room on the 
fourth floor. On Friday evenings 
when the bank stays open until 
6 p.m., all employees’ dinners are 
paid for by the bank. Music is 
piped into the dining room, as well 
as into the rest of the building 
with individual department con 


The switchboard operators’ room is 
peted, decoratively papered, with 





The Society for Savings in Cleveland provides many extras 
for its employees, including locker and tiled shower rooms, 
individual towel service, an electric iron for workers who 


are caught in the rain, and tuition fees for night school 





By Lillian Stemp 


trols to modulate the volumé hecks are presented to all bank 
Employees are assisted in cor personnel When possible tickets 
tinuing thei Tuitior f recreational and entertainment 
fees are refunded for completed events are passed on to the em 
evening courses sponsored by the Good fellowship is spon 
Cleveland Chapter of the Americar sored through events such as the 
Institute of Banking at the Cleve annual Christmas party, bowling 
land College of Western Reserve 
University and other approved 
courses months 
Informal training periods tions with pay, and a third week 
new personnel conducted during after 15 years. Jury duty or ab 
the first 2 months of employme 
assures a liberal acquaintance 
with the functions and personnel the time not deducted from vaca 
of all the divisions. Periodically tion benefits deter 
informal staff meetings are called 
at which employees may proje 
their views. Employees learn about 
activities and spot news throug! 
well-kept bulletin boards and als: f the Society concerns rest peri 
through the employee iis for women employees. Two 15 
publications—-The Forty Niner, a minute periods, one morning and 
monthly magazine, and The Fort ne afternoon, are mandatory 
Niner Newsette, a spot news sheet 4 Busines Development Pre 
Free checking accounts, service gram offers 
and a_e supply of 


education 


ployees 


leagues, picnics, and softball teams 


Permanent employees with 6 


service get 2-week vaca 


sences for peacetime training for 


reservists are compensated, and 


Salaries are 


mined on a merit basis with 
reviews for adjustments 


from within the 


period 
Promotions are 


rganization. One of the few rules 


Society's 


awards to employees 


personalized finued page 4f 


soundproofed, car This executive office holds desks of three officers, plus 


custom-built desks two secretaries, thus correlating activities of the five 








Linda Vista, Calif 


HE why’s and how’s of today’s 

shopping centers, their evolu 
tion, economics and design, to- 
gether with plans, photos, and 
store lists of 63 of the most out- 
standing centers of this country 
have been covered in the recent 
book, Shopping Centers—Design 
and Operation--by Geoffrey Baker 
and Bruno Funaro of the archi- 
tectural firm of Howard T. Fisher 
& Associates, and published by The 
teinhold Publishing Corporation 
The illustrations on these pages 
are reproduced from that volume 

One of the characteristics of 
today’s shopping centers is their 
integration with the community 
they serve: In Levittown, the four 
store buildings in the foreground, 
together with swimming pools, 
playground, and community build- 
ing form a distinct neighborhood 
center. In Foster Village, the store 
group forms a gateway to the gar 





ttown, N den apartments it serves 


Ridgewoy, Stamtord Greenbelt, Md Northgate, Seattle, Wash 


Foster lage, Bergenfield, N. J 
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Lincoln Village Shopping 


Center, recently completed 
n Chicago, is the latest of many new 
nation 


community centers in the 


Shopping Centers Lure Customers 


Away from Downtown Districts 


By Howard T. Fisher 


Howard T. Fisher has, for 24 years, 
specialized in projects in the con- 
struction field requiring special study 
and investigation. About 10 years 
ago he started working upon shop- 
ping centers, and for the last 5 years 
this field has been the major activity 
of his firm of Howard T. Fisher & As 
architects, 


sociates, planners, and 


designers of Chicago and New York 


March 1952 


MERICAN cities were neve! 
A designed for the automobile 
age, and most attempts, thus far 
to correct the situation have been 
on a scale that is utterly trivial 
compared with the seriousness and 
magnitude of the problem 


But in recent years, a new 
factor, with far-reaching implica 
tions, has entered the picture. This 
factor is the drive-in shopping cen 
ter, designed as a unit and man 
aged as a unit. The influence of 
this now well-established building 
trend will be double-barreled 
First, it will provide excellent 
parking facilities for millions of 
additional shoppers. Second, and 
perhaps more important for the 
welfare of our cities, it will scare 
our downtown merchants and 
property owners into taking defi 
nite action on the parking problen 
And with significant amounts of 
tax revenue also at stake, we 
should have more action by cities 
to clear undesirable 
lieve the plight of our established 
business districts 


areas to re 


For years “the flight to the 
suburbs” has been a 
accelerating trend. The 
shopping center has arrived 
whether we like it or not--and 


constantly 


drive-ir 


ost of us like it. The customer 
loves it, and the customer is al- 
ways right. The merchants pros 
per, and the tax revenues roll in 

Such when properly 
placed and properly designed, are 
valuable assets to any community 
The just completed Lincoln Village 
Shopping Center in Chicago, un 
like many new centers, is con 
structed within the city limits 
and the tax revenue based upon it 
will therefore 
city government 

In the case of Lincoln Village 
detailed traffic counts were made 
giving particular consideration to 
the availability of excess highway 
capacity to handle the additional 
load of traffic which the 
would generate. A cor 
study of the buying 
population 
rounding 


centers, 


benefit Chicago's 


center 
responding 
power and 
densities in the sur 
communities was also 
made, both in terms of the existing 
situation and anticipated growth 
Since such a center is a highly 
ymplex organism, much more is 
required than a good parking lot 
adjacent to a nice group of stores 
A shopping 
efficient and 
for merchandising 


center must be an 


attractive machine 


Continued on page 





\ Fellow the 
Z Directions 
-—-- --- - a 


¢ 


‘ ‘> 


FORE new form re de 
signed, there are certain ques 
that should be asked to kee} 
dowr The first 12 points 
vered last month, and the 

ip follows 
form be 


Should this consecu 


tively numbered? 


Since the advent of the auto 


matic numbering device on the 


printing press, the cost of pre 
forms has been reduced 
However, it 
costly 


numbering 
to a nominal charge 
very 


has brought about a 


operation in the 


cross 


checking 
referencing of serial numbers. A 
purchase requisition number usu 
ally appears on the purchase ordet 
The purchase requisition and ordet 
number appear on the vendor's in 
and on the receiving notice 
nt payable voucher 
own number, will usu 
requisition number, pur 
number receiving 

ind 


\dd 


absolutely necessar) 
or identific 

mans origin 
productior 
manufact\ 

sible 

action 


1S 


Thus 
number can 
serve for m shipping 
and billing. Thz } a method 
obvious in its 


quiring oss-reference 


ordet 


a salesman’'s 


can save time 
simplicity 
Occasionally 
throughout a 
very frequently become 
scratch-pads. In such 
might be advisable to consecutively 
number the forms simply to keep 
them out of the = scratch-pad 
While the numbering 
related to any over-all 
mental 


forms distributed 
company and used 
glorified 


cases it 


classification 
may not be 
control, it 

or the indiscriminate use 
justifies its 


represents a 
hazard f 
of the form, and so 


t 


14. Are adequate margins provided 
for binding and punching? 


An analysis of the future storing 
if the forms after they have been 
filled out will easily reveal the 
requirements for binding margins 
and punched holes. Holes can be 
drilled in a printer's bindery for 
onsiderably less money than they 
an be hand-punched at the time 
of filing. The printer's drill press 
will take a bite out of a thousand 
forms at one time, while it is im- 
practicable to hand-punch more 
than a very few sheets at one 
time. Too often the holes punched 
are not the right size, or are im- 
without regard to 
Such errors may 
be a from previous 
forms and are inexcusable, as they 


properly spaced 
correct margins 


carry-ove! 


increase clerical labor. It also 
makes no sense to continue to drill 
holes into forms which, at one 
time, it had been the practice to 
put in binders, but are now stored 
in some other way 

Forms to be bound should have 
large enough margins so that all 
pertinent information can be read 
in the normal bound-up position 
If the main information is on top 
it is advisable to bind the form 
on the bottom. If most of the 
identifying information is on the 
bottom, the form should be bound 


COMPILED BY 


Richard Neumaier 
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on top. However, it is not usually 
advisable to bind forms on the 
right-hand side, as this may inter- 
fere with the entering and working 
operations on the form in the 
binder 


15. Are lines properly spaced for 
handwriting or machines? 


It is common practice to space 
ruled bookkeeping and _ record 
forms five lines to the inch, if 
such forms are posted by clerical 
personnel in a regular working 
routine on their desks. Most of 
these forms are pen-ruled, and it 
is not difficult for trained person 
nel to write in the available spaces 
Personnel not adequately trained 
for hand posting or not seated at 


standard size form which will fit 
in standard filing cabinets, de 
signed to hold paper 8', by 7 


inches, 84, by 11 inches, or 8 


by 14 inches. Index card files con e 


in standard sizes of 3 by 5 inches 
4 by 6 inches, and 5 by 8 inches 

Variations from this standard 
are expensive. The same principle 
applies to loose-leaf binders and 
ledger card posting trays. Natu 
rally, there are exceptions, and it 
is still cheaper to build a cabinet 
or have a binder made thar 
produce inadequate records. How 
ever, it should be the excepti 
vary from standard sizes, and 
a frequent practice. Standard size 
forms also fit in standard size e1 
velopes cut out of standard 
paper, and can be stored in stan¢ 
ard size bins. And even in manu 
facturing, forms can be produced 
for less money on standard size 
machines, in a more economical 
manner 


Are your forms planned so that margins are provided for 


binding and punching? Are lines properly spaced, and can 


tabulator stops be used? These are some of the questions 


answered in this article, the second in a series on forms 


desks, should use forms having 
spaces one-quarter inch apart. This 
spacing is large enough for legible 
writing, but too small for scrawl 
ing. All standard typewriters and 
bookkeeping machines are spaced 
to print six vertical lines to the 
inch. While this spacing is ade- 
quate for most work, it is entirely 
arbitrary, being based on the 
printer’s type measure. The Vari 
typer, with its adjustable spacing 
is an exception to this standard. 

It is not advisable to print 
horizontal lines on forms for book- 
keeping machines and typewriters 
If lines are necessary, they should 
occur after every third item, so 
that it is possible to locate any 
entry as either being above a line 
below a line, or between two lines 


16. Will forms fit standard size bind 
ers and filing cabinets? 


All too often, forms are designed 
with an utter disregard for avail- 
able storing and filing facilities. 
Extra-wide margins, columns, and 
other space-wasting factors may 
make a form larger than standard 
sizes. An analysis of spacing re- 
quirements should enable a good 
forms layout man to design a 
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17. Are most important items prom 
nently and effectively placed? 
The pre-printed serial number is 
usually placed in the upper right 
hand corner of the form, so it car 
readily be seen when the form is 
bound in a loose-leaf binde 
if filed, so it will be seen at the 
upper left-hand corner of the file 
folder. This method aids filing by 
number. If the form is to be filed 
by subject or name, it is well t 
have this information appear ir 
the upper right-hand cornet 
While it is important t 
all details show up clearly on the 
form, there should be no compet 
ing for attention among these de 


el I 


tails. Using larger type, enclosir 


/ 
} 
/ 


{ 


nD) 


inraipiniinamaiiaenintieil? 


instructions in boxes, indicating 
information with arrows, or dif 
ferent colored ink, may emphasize 
so many details that each device 
distracts attention from the other 
Thus, the main function of a form 
unity of action--is defeated 


18. Would designing form for use 
with tabulator stops speed up 
operation? 

Naturally it is much faster to 
set tabulator stops so that the 
platen on the typewriter will slide 
to the beginning of a space, than 
t » to press the space bar the 

number of spaces. How 

is much easier to type 

after filling in the month 

it would be to press the t b 

key and insert the figure “2” after 
the pre-printed “195 Continuous 
yperation is always faster than 


stop-and-start actior 


19. Has form check-off spaces, and 
does layout follow box style? 
Check-off spaces for “yes” and 
checking off 
freight, pre 


ne answers, or for 
ircel post, express 
aid, or charge, are great time 
avers, especially on handwritten 
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In renting a building for your business operation, you— 
as the tenant—may be liable to replace the building ‘‘in 
as good condition and repair as when received, normal 


wear and tear excepted.” If it burns, you may have to pay 


By Tower Belt 


ECENTLY a 5-year lease wa and intended to continue such ir 
gotiated involving $250 per surance in adequate amounts. Be 
of $15,000 ing a prudent businessman, he als 
» term. T lowed several provided rents insurance against 
the same perils 
Some repairs were necessary 
and it was agreed that the tenant 
would make these and would be 
har responsible for maintaining the 
that this ability vuld gu building in proper repair for the 


the payment of re he l ord > years. The attorney for the 
had made some concess n the landlord used a printed form of 
rent. The landlord had his lilding lease, favorable to the landlord 
insured for $20,000 again h that obligated the tenant with re 
fire and extended coveras rils spect to the repairs. The forms 












were filled in with the names of 
the landlord and the tenant, the 
legal description of the property 
the term, the rental, and the like 
and the lease was signed by each 

The lease also, as is usual, con- 
tained the covenant that, at the 
expiration of the term, the tenant 
would surrender the premises ir 
as good condition and repair as 
when received, normal wear and 
tear ¢ rcepted 

A year later the building was 
completely destroyed by fire, not 
due to any fault on the part of 
the tenant. The landlord collected 
the full amount of insurance of 
$20,000, plus $250 per month from 
the rents insurance, for the time 
required to rebuild 

The insurance adjuster checked 
the lease and reported its provi 
sions to his company. As a result 
the tenant is being sued for 
$20,000 as permitted by the sub 
rogation clause. The landlord has 
no choice and it is reasonable t 
anticipate that the tenant will lose 

Should the tenant have been 
asked to sign a note, at the time 
the lease was signed, for $20,000 
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payable in the event the building 
was destroyed by fire, he would 
have thought the landlord very 
unreasonable, and likely would 
have refused. But in different 
words, he did just that. 

Over 130 years ago, a judge in 
one of our Supreme Courts had 
this to say: 

“A formal opinion in a case so 
free from doubt would be unjustifi- 
able, were it not for the ignorance 
generally prevailing of the legal 
effect of covenants in leases and 
other instruments, which are often 
executed without any particular 
inspection or knowledge of their 
contents; and thus people are sur- 
prised into contracts which neither 
party intended when the instru- 
ment was executed. Printed forms 
of leases are most generally made 
use of, and when they are not ob- 
tained, copies are made from books 
of forms, or from some old instru- 
ment in print. In this way cove- 
nants are transmitted from one 
generation to another which often 
astonish the party to be bound, 
when the occasion arises which 
calls for the performance of them. 
So, in the present case, although 
the tenant had stipulated that he 
would keep in repair, support, 
and maintain the building, with 
the exception of natural decay, he 
was undoubtedly astonished at be- 
ing called upon to rebuild the 
burned structure, the use of which 
he had enjoyed but for one year; 
and yet he has, in express terms, 
covenanted so to do. His excuse 
would be that he never read the 
covenants in his lease, or that he 
did not understand the force and 
effect of the terms. But the law 
does not protect men from their 
own carelessness or ignorance. The 
former they must cure; the latter 
they must provide against by ask- 
ing counsel.” 

These words are all too true 
today. 

Leases and other contracts are 
interpreted by the courts as be- 
tween the parties named, and 
without regard to either or both 
having some sort of insurance. The 
fact that some insurance company 
may benefit by the windfall is be- 
side the point 

Some cases illustrating the re- 
quirement that the tenant rebuild, 
as the result of fire, follow. 

A planing mill building and ma- 
chinery were leased and the tenant 
was obligated to keep the same in 
good order and surrender the 
property, at the end of the term, 
in as good order as it then was, 
reasonable wear and tear and Acts 
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of God alone excepted. The prop 
erty was destroyed by accidental 
fire and the tenant was liable 

A tenant leased a saw mill, and 
agreed to put and keep the mill 
in good repair and good running 
order, and at the termination of 
the lease deliver the same in rea 
sonably good condition and repair 
The insurance companies, under 
the subrogation clause, recovered 
from the tenant following the de 
struction by fire. 

A metal working plant, includ 
ing a valuable power plant, was 
leased and the tenant covenanted 
to keep and maintain all of the 
leased property in good repair 
and, at the termination of the 
lease, restore the same to lessor in 
good condition. The power house 
was destroyed by fire, without 
fault of the tenant, but the court 
decided that the tenant must re 
build at his expense. 

A retail merchant was held lia 
ble for the loss by fire of the 
building, though he was not negli- 
gent. The lease required him to 
repair and keep in repair the 
property and return it in as good 
condition as it was when he 
took it. 

Some of the printed lease forms 
are more fair to the tenant. A few 
states have enacted statutes limit 
ing, to some extent, the liability 
of the tenant. 

A lease of a furniture factory 
obligated the tenant to quit and 
surrender the premises in as good 
state and condition as when pos 
session was taken, damage by the 
elements or fire excepted. The 
court decided that the tenant was 
not liable for the fire damage 
since the fire was purely accidental 
and there was no proof of his 
negligence. 

In one state, a statute relieves 
the tenant of liability for fire un 
less he specifically agrees to as 
sume it or unless he is negligent 
A mercantile building was almost 
completely destroyed by fire with 
out fault of the tenant. The lease 
provided for the return of the 
premises in the condition in whict 
they were when the lease was exe 
cuted, ordinary wear and tear ex 
cepted. The court decided that the 
statute protected the tenant, since 
he was not shown to be at fault 

There are many cases in which 
the tenant was found to be at 
fault, and therefore liable for the 
damage 

A building was leased for the 
storage of farm vehicles and the 
tenant, without authority, stored 
cotton therein. The court decided 


COUNSELORS 


Tower Belt, member of the 
Chicago insurance counseling 
firm of Belt and Ricker, does 
not sell insurance. 


He helps businesses plan and 
carry out their insurance pro- 
groms, making sure they are 
thoroughly protected. 


This is the fourth in a series of 
insurance articles by Mr. Belt. 


that the cotton was of a more 
dangerous nature, and held the 
tenant responsible for the fire 
damage to the building 

A garage building was leased 
for the storage of trucks and mat 
tresses, and for renovating pur- 
poses. The tenant, in violation of 
the lease, also manufactured mat 
tresses on the premises. The court 
decided that the fire hazard had 
been increased and the tenant was 
liable for the fire damage 

The tenant had the right, in the 
lease of a filling station, to remove 
the pumps and other aboveground 
equipment. This right was exer- 
cised, and the pipes to the under 
ground tanks were not capped. A 
third person struck a match on 
the premises and the building was 
destroyed by fire following an ex 
plosion. The landlord collected 
from the tenant on the basis of 
negligence 

In another filling station case, an 
employee of the tenant heated oil 
on a stove and caused a fire that 
destroyed the building. The ten 
ant was held to be liable 

A building was leased as a ma 
chine shop, and the tenant was 
permitted to install electric mo 
tors, providing the tenant would 
not make, or suffer, any waste of 
the premises. The building was 
destroyed by fire as the result of 
defective wiring. The tenant was 
liable on the basis of negligence 

The covenants in these leases 
that we are considering are ex 
tremely good examples of the lack 
of coordination between the lease 
and the insurance that may be pur 
chased by the parties involved 
They also illustrate the point that 
the reasonableness of any cove 
nant must depend on the other 
circumstances 

In a recent case, the tenant was 


Continued on page 52 
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lt Takes Good Employers 


To Find Good Help 


| CALLED the branch manage 
of a world-famous company or 
the telephone about 9 a.m. He had 
not arrived at work. I called again 
at 10 a.m. He still had not ar 
rived. At 10:30, word came fron 
his secretary that he had arrived 
but had Stepped out for coffee 

He returned from lunch at 3 p.m 

then went out soon after for 
coffee again. At 4:30 1 finally made 
contact with him. He spent half 
an hour complaining that you 
can't get reliable help these days 
Nobody wants to work any more 
Here I am, just snowed under, and 
no decent help 

It occurred to me that afternoon 
as I walked back to my hotel, that 
you cannot ever expect good help 
unless and until you have good 


executives, Good help is the prod 
uct of good leadership, good super- 
vision, the right tools, constant 
instruction, and training, patience, 
encouragement, and last but by no 
strict discipline 

another 


means least 
I had experience re- 
cently that seems to prove this. A 
group of us were investigating a 
possible factory site. Everybody 
we talked with said the “help situ- 
ation here is terrible.” One busi 
nessman after another assured us 
that the local help available was 
lazy, slow, untrained, undepend- 
able, intemperate, and impossible 
The manager of the new plant 
suddenly stopped listening to gos- 
sip, placed an advertisement in the 
paper, set up a temporary employ- 
ment office, put a skilled personnel 


man on the job, taking applica- 
tions and administering aptitude 
personality, and intelligence tests 

After 2 weeks of testing his 
verdict was, “You have an un 
usually good group of workers in 
this community. I suggest you pro- 
ceed with erection of the factory.” 
That was in January 1951. The 
factory was completed by August 
and has been operating ever since 
The present factory manager says 
“We have no difficulties. Here is 
a file of applicants on our waiting 
list. The workers in this town 
could furnish manpower for an 
other plant as big as ours.” 

So, when you are tempted t 
cuss labor today, remember that 
you never have good help until you 
first have good employers._E. W 


AMERICAN BUSINESS 





<2 i 
if 


Your Treasurer — “You wouldn't believe 
the money it saves. Pays for itself in 
no time by savings in labor, rent, 
hling equipment and grief 


Your Office Manager—"You wouldn't Your Employees —"“You wouldn't be 
believe the space it saves. One handful lieve the time it saves. Why—with 
of Burroughs microfilm takes the checks, for instance—I photograph 
place of 24 full drawers of files! both sides as fast as six per second! 
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Smartly styled recorder—one of the 
units in a modern line of microfilm 
equipment built by Bell & Howell, 
sold and serviced by Burroughs 


Your Lowyer— "Don't forget the prote: 

tion Microfilming gives. It's the best 
ossible safeguard against documents 

cin altered, lost, stolen or mishled 


Your Auditor—“ And Burroughs Micro- 
filming saves me headaches too. 
That's because it records everything 
with photographic accuracy.” 
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Everybody benefits ftom Burroughs Microfilming ! 


Yes, Burroughs Microfilming saves space, time, Burroughs world-famed service organization will 
money. It gives you accuracy and protection. But make sure your microfilm equipment is kept in 
that’s not all. perfect operating condition. 


Burroughs’ 60 years of solving business problems Microfilm equipment sold by Burroughs is built by 
by machine assures you businesslike recommenda- Bell & Howell, the leader in quality photographic 
tions. If Microfilm won't fitinto your equipment. See for yourself how 
over-all office operation—we'll say Burroughs Microfilming can help 
o. If we say it will you can know Bell c Howell Burroughs your business. Burroughs Adding 


it's a sound recommendation coer ccraenatany on Machine Co., Detroit 32, Michigan 
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WHEREVER THERE'S BUSINESS THERE'S Burroughs 
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Business Sends Workers to School 





When companies pick up the tab for employees’ advanced 


study, they help them prepare for better jobs, give 


morale a shot in the arm, cut turnover, keep people 


on tap for promotions. Many pay half the tuition on 


successful completion of approved courses. The colleges 


meet them more than halfway with practical subjects 





By Marilyn French 


Reports from college adminis- 
trators show that the trend of 
companies sending employees to 
night school has been growing 
steadily 


‘The custom of subsidizing stu- 
dents has been in vogue for 
many years, although it has 
been growing during the last 
decade. The dean of our Gen- 
eral Extension Division estimates 
there are probably 30 or 40 
firms in the twin-city area sub 
sidizing students.""—Tracy F. 
Tyler, Associate Professor of 
Education, University of Minne- 
sota, Minneapolis 


“The close cooperation which 


we received from 100 associa- 


tions and from literally thou- 
sands of business leaders gives 
evidence of the employers’ in- 
terest in the training of em- 
ployees. It justifies our belief 
that payment of tuition by 
employers will show a sharp 
increase as the V. A. ceases to 
assume this burden.’'—Robert 
A. Love, Director, The City Col- 
lege, New York 


a: industry and education 
work hand in hand, neither is 
fulfilling its complete obligation,”’ 
believes Jose D. Acosta, manager 
of personnel relations, Bowman 
Dairy Company, Chicago. In order 
to promote from within, Bowman 
follows a_ farsighted educational 
program which helps employees 
improve their work and prepare 
for the next step up. All the top 
executives at Bowman have come 
up through the ranks; one started 
as a bottle cleaner, another began 
as a milkman 

Bowman is one of many com 
panies that realize how business 
and education depend upon each 
other and help their employees 
take advantage of the _ useful 
training offered by colleges and 
universities. By paying tuition 
costs for its workers, the dairy 
company attracts ambitious 
people, has employees ready for 
promotion, and enjoys better em- 
ployee relations 

Business relies upon education 
to give people a better background 
and develop their skills. In turn, 
educators are striving to custom- 
build courses for industry's needs 
For example, the University of 
Illinois Extension Division in Chi- 
cago conducts courses in sales- 
manship and effective speaking 
especially for Bowman employees 
Sometimes there are 10° such 
courses held for them alone. 

However, Bowmanites may 
study at other approved colleges 


and universities, and Dartnell's 
Better Letter clinics and Per- 
sonality in Business courses are 
also included in the program. Two 
courses may be taken in one 
semester. The company pays the 
full tuition if an employee gets 
an “A,” 85 per cent for a “B 
and 75 per cent for a “C.” 

More than 800 Bowman em- 
ployees have taken advantage of 
this program, now in its eighth 
year. About 200 have taken 7 or 
more courses, although the aver- 
age is 3 courses per person. Three 
employees have received their 
bachelors’ degrees from North- 
western University through the 
program. 

Abbott Laboratories, North Chi- 
cago, shares the Bowman philoso- 
phy about helping people better 
themselves. Its program, started 
in 1933 as the Study Club, has 
grown steadily until today almost 
500 Abbott people (about 15 per 
cent) have attended night-school 
courses, But Abbott encouraged 
employees to study long before 
that. Dr. Wallace C. Abbott 
founder, sponsored courses in 
executive development in 1912 
Abbott's vice president and treas 
urer, J. F. Stiles, promoted ac 
counting courses some time before 
1930 

Dr. Abbott believed that “It is 
the responsibility of every business 
executive to build men while build- 
ing business.” Backing up the 
founder's policy, Abbott does many 
things to foster further study 
Besides refunding half the tuition 
on courses to aid the employee's 
career, the company holds evening 
classes at the plant through the 
Study Club, gives workers voca- 
tional guidance, and 
higher-level courses through the 
Industrial Management Institute 
of Lake Forest College. 

A. D. Brush, director of voca 
tional service at Abbott, points out 
that “The benefits are great, but 
of course intangible and unmeas- 
urable. We feel they are evidenced 
by the progress of the individuals 
undertaking various programs, by 
a gratifying record of long and 
loyal service to the organization 
and by the spirit of friendship 
teamwork, and cooperation.” 

At The Borden Company, E. H 
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aia New Dual-Action 
Comptometer 


One machine that gives you the advantages of two! 


Designed to be ‘‘split” in two—so your operator can calculate problems 
on one side—and accumulate results on the other! And yet it converts 
instantly into a full-keyboard Comptometer Adding-Calculating Machine 


The only 2-1n-1 machine with 
these exclusive features: 


TWO INDEPENDENT KEYBOARDS! 
—the new Dual-Action Comptometer 
can be split at any point into two 
completely independent registers! 


TWO SEPARATE ANSWER REGISTERS! 
— sub-totals can be cleared from the 


= 
right half of the machine without #7 s 


disturbing accumulated totals at left! Now available in 


electric and 
PLUS non-electric modets. 


ew way Error Control 
Direct Action Floating Touch 
-<=— -- TWO CANCELING LEVERS! —Giant Answer Numerals 
~ v —one for each register! both answer dials at same eye level 


ke a FREE copy of the new Dual-Act ptometer booklet, 


n 


upon below and mail to Felt & Tarrant Mig. Co, 


na Street, Chicag 


SEG. U.S PAT. OFF 


ADDING-CALCULATING MACHINES 


(electric and non-electnc models) 


Made only by Felt & Tarrant Mfg Co. and sold exclusively by its Comptometer 
Division, 1717 N. Paulina Street. Chicago 22. Illinois. Offices in all principal cities 
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A Career! 


been man 


Mr Dare ~e 


posts have beer 
who could not pos 
attained their success 
ormal training.’ He adds 
company officer is ar 
i ney who took all his 


chool work = in 


pre-law 

night 
department head re 
industrial 


ind) law 
chool A 
eived hi deyree it 


management while working wl 
minor job 
About 10 per cent of the Border 
employees at the Madison Avenue 
New York, office attend night 
chool, When the company asks 
employees to take courses, it pays 
the tuition. In other cases, non 
interest loans are advanced which 
are repaid by monthly payroll de 
ductions okayed by the employees 
Several Chicago banks also help 
employees make themselves more 
valuable. From 75 to 100 em 
ployees of the Federal Reserve 
tank of Chicago attend night 
school each year. Full tuition and 
registration fees are paid for 
courses approved by the education 
committee, composed of four bank 
iflicials. Information on the em 
ployees’ studies is kept on file and 
considered in making promotions 
In effect since October 1943 
Federal program has 
benefited employees by giving 
them additional education at no 
cost, which often has led to pro 
motions and salary increases 
The Northern Trust Company 
has 100 to 150 employees attend 
ing evening school every year. For 
more than 30 years, the bank has 
paid half the tuition on courses 
approved by the personnel depart 
ment. Many Northern Trust men 
have completed their education at 
night school, some of them ob 
taining legal or master's degrees 
Of course, a great many banks 
rely upon the American Institute 
of Banking which specializes in 
banking courses. However the 
American National Bank = and 
Trust Co. of Chicago has 50 or 60 
going to other evening 
Employees are fully re 
paid for AIB courses, or are al 
lowed an equal amount towards 
tuition in college and university 
courses, Personnel Director Paul 
M. Stromborg explains employee 
are encouraged to study because 
‘we feel such education adds im 


Reserve's 


people 


classes 


OH 


he 

future i 
Helping 
their fe ni I ning to improve 
their work broaden their 


increase 


chances fi » advanced assign 
ments is the aim of the plan at 
Peoples Gas Light and Coke Co 
of Chicago. The utility pays 50 
per cent of tuition and registratior 
fees on approved’ college-level 
courses, with a $100 maximum 
During 1950, 75 people took ad 
Vantage program which 
began in 

Another company which reim 
burses employees for half their 
tultion and registration expense is 
Elgin National Watch Co., Elgin 
Ill. Here, 40 workers are attend 
ing various night-school courses 
Either the department supervisor 
recommends an employee for ad 
ditional education to aid him in 
his present job or develop skills 
for a better job, or an employee 
asks his supervisor to okay a 
course related to his work. After 
12 years, Training ana Safety Di- 
rector W. A. Vogelmann reports 
that Elgin has found “the bene- 
fits gained by employees through 
an educational program are shared 
by management.” 

“People like to work where 
they feel they are growing and 
where management is interested 
in their future,”’ claims Glenn Boy 
sen, training director for Meredith 
Publishing Company, Des Moines 
Iowa. Meredith pays half the tu 
ition for Drake University Com 
munity College and Des Moines 
Public School Adult Education 
courses. Fees are nominal, though, 
so many employees do not apply 
for this help. Full tuition is paid 
by the company for courses con- 
ducted in the plant, for courses 
at Drake University Community 
College taught by Meredith people, 
or when a supervisor asks an em- 
ployee to take a specific course 
The present plan began in 1948, 
but Meredith has always given 
financial help to those pursuing 
outside study courses 

Also comparatively new, Johns 
Manville Corporation's program 
has snowballed since 1947. Each 
year about 100 more people enroll 
About 400 courses are now in 
progress under the plan. J-M re- 
funds 65 per cent of all tuition 
books, fees, and “reasonable trans- 
portation in excess of local fare,’ 
to employees not entitled to such 
aid through the Veterans’ Ad- 
ministration. Refunds cannot ex 
ceed $90 a term or $180 a calendar 


yea! plus ho pel 
of approved trar 

Realistic admini 
program by local super, 
fies J-M. Ledwith J. Bret 
rector of t 


alning reports 


, 
I 
supervisors have used good judg 


ment in their recommendations 
for courses, and that a great many 
people are earning bachelor and 
master degrees through the pla 

Like Johns-Manville 
Electric Company's X-ray depart 
ment in Milwaukee urges veterans 
to study under the G. I. Bill. GE's 
X-ray department reports 17 other 
people attending school, for which 
the company pays half the cost 
(less U. S. income tax). The bene 
fits to these workers in increased 
prestige, earning power, and op 
portunity for still further advance 
ment are equal to the benefits that 
the company 
rounded employees who have a 
greater understanding of the over- 
all job. “Indirectly, the program 
has served to better relations with 
the employees as a whole,” com- 
ments B. B. Miller, manager of 
employee relations, “giving that 
additional personal contact that is 
so often lost in the shuffle of a big 
business.” 

Still another big business that 
finds it worth while to send em- 
ployees to college is Calvert Dis- 
tilling Company. Since 1947, Cal- 
vert has sent 375 students to the 
University of Maryland, Balti- 
more, for cultural and technical 
courses. Tuition refunds are pro- 
rated according to the grade 
received 

One of the most recent band- 
wagon jumpers is Stewart-Warner 
Corporation, Chicago. S-W _ an- 
nounced its tuition refund program 
late in 1951. Half the tuition is 
refunded at the start of a course, 
half on completion. Initiated by 
Frank A. Hiter, senior vice presi 
dent, the plan was developed to 
help employees who wish to pre- 
pare for better jobs and to “further 
eliminate the need for bringing 
people in from the outside when 
there is a job to be filled.” 

In joining the multitude of com 
panies that are helping ambitious 
employees avail themselves of the 
practical courses offered by col- 
leges and universities, Mr. Hiter 
pointed out: “There is scarcely a 
person in a key job here who has 
not improved his value to the com- 
pany, and won promotion in so 
doing, by attending night school 
The new plan will make it easier 
for people with initiative and am- 
bition to improve themselves.” 


General 


receives in better 
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ONE RUBBER BAND: ).6793 paper rorus 


It would take an 8-foot rubberband to 8° around the $678* forms required 
tO produce one common rubberband and Place it on your desk 

Analysts say industry spends 37 per cent of its time in Paperwork: no 
doubt much the same is try , ‘et paperwork is so 
scattered and taken. gr: ‘ ? tend to hunt in the 
factory for economies and speed-ups, Overlooking vast Opportunities in 
the great under, urrent of paperwork 


DITTO covrroys PAPER WORK! 


Paperwork can be a brake on action; it can be a quicksand for Profits; 
or with DITTO One. riting Systems, it can be a Production tool of 
far-reaching effect, Diy 'O One-Writing Systems direct, control, 
coordinate and expedite. They cur out delays and error. They release 
employees for Productive work They make plant and payroll 

do more and earn more 


AMERICAN INDUSTRY DEPE YDS ON 


DITTO. — 


ONE-WRITING SYSTEMS ! ge 


In these days of defense Pressure and heavy Paperwork, 
large companies and small declare that their DITTO 
systems, machines and supplies are more than ever 


+ > 
x 
- 
» 
essential for their peak efficiency Today's greatest ” 
. j ym’ 
economies and betterments are found in paperwork on Se 
4; 
ey 
Ask for specific data showing how the p11 TO ; ~ 
Payroll, Production, Order-Billing, Purchasing 
and other Systems definitely streamline your 


Paperwork and bring benefits all down the line 
No obligation, Just write 


DITTO, Incorporated 


2231 West Harrison Street, Chicago 12, Ilinois 














How Dry Copying Cut Costs at Ford 


ACK wu the wi f 1950 
K manayen t men of the cer 


er 
tral office of Ford Motor Company 
Dearborr aw a demonstration of 
photogr lic duplicating by means 
f Xerography at an exhibition of 

equipment. Favorably im 
pressed, they made inquiries, held 
neetings, considered possible ap 
Xerograph 
equipment, and made a compara 
of photographic dup 
licating methods 


plicatior obtained 


tive analysis 
This analysis revealed 


other things, that the time re 
quired to revise an office form 


among 


from the drafting board through 
the first copy, was reduced te 
of approxi 
cents, including ma 
labor, and overhead. This 
mpared with a cost of $3.12 for 
the first run-off copy from a zine 


inutes, at a total cost 
mately 37 


terials 


plate which otherwise might be 
required. Test runs of up to 20,000 
opies were made from one Xero 
yraph-offset master, and the last 
opy was quite as good as the 
first. With the low cost of 37 cents 
» set up for high-speed reproduc 
found that the Xero 


flor it was 


graph-offset duplicating combina 


thon would effect ma economies 
n runs of 10 copies or more 
Results of this 
tabulated and charted to make a 
isual presentation of the com 


survey were then 


parative data. At a conference of 
procedure coordinators represent 
ing the various staffs and divisions 
f the company, it was decided t 


nstall Xerograph 


equipment iv 


The Xerox process, from placing original in camera until 


first copy is run on offset machine, takes about 5 minutes 


OK 


a¢ 


several divisions at the central 
office where it was considered 
most suitable for the duplicating 
work done by them 

At present Xerograph-offset 
equipment is being used in six 
Ford's Rouge plant, and 
in numerous other plants through- 
jut the country. The six places 
are: The reproduction unit of the 
office department the 
salaried personnel department of 
the industrial relations staff; the 
reproduction department of the 
engineering staff; the training de 
partment of the industrial rela 
tions staff; the steel division; and 
in the administrative offices of the 
Ford division 

Xerography is a comparatively 
new method of photographic dup 
licating. The process is completely 
dry, and no chemical 
are involved. It is a direct positive 


places ir 


services 


reactions 


to-positive operation. The plates or 
films are not destroyed by ex 
posure and may be re-used many 
times. However, the image on the 
plate must be kept from exposure 
during most of the process. Prints 
may be prepared on almost any 
type of paper, or on any other 
material having a_ reasonably 
Finished, perma 
nent prints may be completed in 
Multiple 
copies may be made from originals 
in only 3 minutes if one is in a 
great rush. The average time in 
actual operation is usually about 
2 minutes 

A Xerography installation con 


smooth surface 


a matter of minutes 


Sists of a camera, a copier, and 
a fuser. All three may be set side 
by side on a standard desk top 
To make a duplicating master 
the original is first placed face 
down on the plate-glass top of the 
camera. Then a specially 
plate is electrically charged in the 
copier and exposed to the original 
copy in the camera, causing ma 
terial to be copied to be charged 
or photographed on the plate. The 
charged image is now 
with a black powder developer 
which clings to the charged image 
An offset paper master is then 
placed over the plate, the two 
placed in the developer, and the 
image is transferred to the offset 
master by electrically discharging. 
After the offset master is placed 
in the fuser for a few 
the print is made permanent. Both 
sides of the original may be re- 
produced by making two passes 
on the plates. After being used 
plates may be cleaned off and re- 
used as many as 500 times. They 
can then be turned in as part pay- 
ment on new plates 

The image transferred to the 
offset master is raised, instead of 
being depressed, hence it produces 
better copies and lasts longer. In 
actual practice, Ford has produced 
as many as 15 times the rated 
number of copies from an inex- 
pensive paper master. Such being 
the case, Ford uses the least ex- 
pensive masters for all except very 
high runs, thus effecting a saving 
of approximately half the cost 


coated 


cascaded 


seconds, 


After fusing for a few seconds, this offset paper master 
which is being removed, will make thousands of copies 
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Outstanding 
Leopold Features .. . 


Rounded Corners 


Eliminate clothing snags 
prevent scuffing, marring 


> 


Ball-Bearing Suspension 


Allows drawers to open and close 
smoothly, easily . regardless 
of the weight of contents 


4 
. = 


Densified Legs 


DensiwooD center legs are hard 
and smooth ... stubbornly resistant 
to impact and wear 
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Jaubert Bros... New Orleans Installation by J.D. LeBlanc. Ix 


€000/d7 ottice turniture 
--- gives you added prestige, comfort 


at a lower cost 


Customers and important prospects will appreciate doing business 
in the comfort and beauty of a smartly furnished Leopold office 
Attractive Leopold installations help you make a favorable, 

lasting impression 


Leopold office furniture is also low in cost because its durable 
construction wears better, lasts longer. Leopold's smart, functional 


styling improves office morale and increases efficiency 


The Leopold dealer in your community is an experienced office 
planning counselor. Call him today, for specific suggestions 
profitable for you. If not known, please write us for his name 


and address 


tnt LE000/d/ vomrany 


BURLINGTON, IOWA 
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AVINES a@isu 
fected by special feature 


process. If a master begins 

break down through too long use 

for example, a new master can be 
in a few 
time and 


y a new master. Then 


too, any part of the image can be 


wiped off a plate before it is trans 


ferred, or wiped off a master ¢ 


er be 
se 6 i fused Thus a line or a 
agraph may be wiped off and 


omething else typed in instead 


operator makes 4a bad 
in typing a mastet! it is 
remedied by putting the 
through the Xerograph 
the error, and typing 
rrection without having 

ype the entire copy 
Xerograph-offset duplicating is 
being used for many purposes at 
Ford At the central office, legal 
information bulletins, which the 
Government is issuing s fre 
quently some having as 
a dozen pages of fine print and in 


many as 


cluding charts, graphs, tabulations 
ind other features difficult to type 
are reproduced quik kly and eco 
by Xerography. The 
department adds a 


nomically 
Ford legal 
covering memo to each bulletin 
and asks that copies be sent to 
all officials and department heads 
That means 1,500 copies of each 
bulletin It would take a very 
long while, to say the least te 
type, proofread, and correct. that 
much copy. At Ford, it takes about 
» minutes to produce each mastet 
and no proofreading is required 
Copies then are sent to the mailing 
room, where they are collated and 
stapled mechanically, and then 
fistributed 

Xerography is also frequently 
ised at the central office for mak 
ing one copy of a letter or form 
as well as printing large quanti 
ties of cards If for 
+000 or so 3- by 5-inch cards are 


example 


required, 5 originals are run off 
wnd laid on an 8! by 1ll-inch 
ecard, From this, a master is made 
and 1,000 copies are run and cut 
instead of running 5 times as 
many 

This department also uses Xero 
graph-offset duplicating for pro 
ducing manuals and for many 
other purposes. It makes on the 
average of some 50 to 60 masters 
daily 

The salaried personnel depart 
ment also makes very extensive 
use of the process. For example 
it publishes a statistical notebook 
which contains about 150 pages of 
charts and tabulations, each of 


» 
yt) 


which is 
monthly 

ardized to 8!.- by 11-inch size, so 
that each month by simply ex- 
revising the bars 


brought up to date 
Charts have been stand 


tending a line 
or adding information, they can 
prepare a mat for a complete new 
chart in a few minutes. Statistics 
are shown in tabular form, with a 
separate column for each month 
A column is added each month 
and a new mat made. This obvi 
ously saves retyping the complete 
mat 

Frequently changes must be 
made in the organizational code 
directory, which lists each section 
and department in the company 
together with a code designation 
These changes are merely stripped 
in, and a new mat is made when 
necessary 

In preparing a new manual o1 
brochure, the rough draft may be 
made in part by paste-up methods 
Review copies are made by Xerog- 
raphy, which produces a smooth 
copy of the paste-up draft. Also, 
by the use of offset duplicating, 
many copies can be made and dis- 
tributed for review and approval 
before final production 

Occasions sometimes arise when 
several copies of a page of a 
manual or other publication are 
required. It is much quicker and 
less expensive to make an Xero- 
graph mat than to have copies 
run off by letterpress in a print 
shop. Or perhaps several copies of 
some written material are desired; 
rather than retype several pages 
onto mats, Ford saves time and 
labor by making the mats by 
Xerograph. The process is also 
used in numerous other ways, and 
new uses for it are being dis- 
covered, all of which reduce man 
hours and increase efficiency 

Ford's engineering staff is mak- 
ing very extensive use of Xerog- 
raphy in producing multiple copies 
of parts lists, trim sheets, and 
engineering tracings. It sometimes 
makes 450 mats in one day 

The equipment used here is 
larger and differently 
than that in the other offices, al- 
though the process is essentially 
the same. The camera is built into 
a wall, behind which an operator 
in a darkroom loads the camera 
and develops exposed plates by 
charging in a big open box. In an 
adjoining room, one man puts the 
original copy on the board; an- 
other operates the transfer unit to 
transfer the powder image on the 
metal plate to the offset mat and 
while a_ third 


operates 


fuses the plates 
cleans the plates 


This equipment is capable of 
reproducing an engineering trac 
ing 24 by 36 inches on a mat 12 
by 18 inches, of enlarging a 6- by 
9-inch tracing to 12 by 18 inches 
or of reproducing an image the 
same size as the original. In dupli 
cating engineering tracings, 100 
paper copies and 4 vellums are 
made in each case. The process is 
more economical than either blue 
printing or white-printing, and it 
has replaced both to the extent 
permitted by size limitations 

Ford has a very large training 
department which uses numerous 
manuals, texts guides 
lesson sheets, answer sheets, and 
other printed matter, most of 
which is produced by offset dupli 
cating. The original copy is usually 
typed on duplicating mats, but 
these are kept for many years 
oftentimes having to be replaced 
due to frequent use. In such case 
a new mat is quickly produced 
from any good copy without hav- 
ing to retype it. Then, too, changes 
and corrections are often made by 
the Xerograph method. Charts, 
sketches, and other non-typed ma- 
terial are reproduced similarly 

Uses of the process in other de 
partments are much the same as 
or similar to, those described 

While everyone concerned at 
Ford endorses Xerography, it 
should not be inferred that the 
new method has eliminated other 
photographic duplicating methods 
Ford still uses all of the principal 
Xerograph-offset duplicat 
ing has eliminated more typing 
than any other process, however 

Principal limitations of the new 
method, at present, are those of 
size and poor quality reproduction 
of halftones, solid areas, and of 
anything in color, especially blue 
Fortunately, industrial applica 
tions are not much concerned with 
reproducing halftones, and the 
color limitation has been overcome 
to a considerable extent by use of 
filters. Further research on the 
process may overcome the solid- 
area problem. 

Xerography (a Greek term 
meaning dry writing) was origi- 
nated by Chester F. Carlson in 
1938, but was not commercialized 
for several years. Since 1944, the 
process has been a subject of re- 
search and development in_ the 
Graphic Arts Research Labora- 
tories of Battelle Memorial Insti- 
tute, Columbus, Ohio. In 1947, the 
Haloid Company, Rochester, N. Y 
which makes commercial equip- 
ment under the trade name of 
“Xerox,” joined in its development 


leader's 


types. 
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Clerical help 


comes high these days 


Wu N INELATI 


can deal a low 
management 


It takes peop 





€ peor 
Io make office he 


requires aid in the 


} ain net \ ) production 
modern record-keeping methods " 


ts tory tac all the 
more and more execut sin ever { cts o ‘ 


| SS evs i ine 
of business, that has co » meal CACCULIVE ol oF time, we and 
McBee Keysort wi J ’ re 5 we 

With your present personne t McBee sales hav 
costly installations, Keysort { tenfold in just a few short rs 
machines provide accurate, us ined McBee representative in 
igement controls at less cost tl 


other system. When notched 


can 
McBee car 
Or writ 


coded holes along the ede 


< 


THE McBEE 
. COMPANY 


- 


+ 
j 


4 
Sole Manufacturer of Keysort 
Ihe Marginally Punched Card 
295 Madison Ave., New York 17 
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Kiddielands Are Big Business 





The kiddieland bug is biting a great many people who are 


turning from their regular professions to erect amusement 


parks for youngsters. One successful advertising man went 


into the business because taking his kids was ‘breaking me” 





By Frank M. Simison 


IDDIELANDS, those fascinat 
K ing new parks exclusively for 
children, are now the fastest 
growing amusement development 
in America. In the last few years 
they have spread over the land 
almost as fast as canasta, and 
with good reason 

If you have ever gone with 
children to one of these attra: 
tive children's playlands, it may 
amaze you to know that they 
originated from grim necessity 
rather than from childish raptures 
They now are very profitable 

The necessity confronted Art 
Fritz, owner of Merry-Go-Land 
Park in Melrose Park, Ill, and 
pioneer in this kiddieland busi 
ness. A contractor by vocation, he 
suddenly found his contracting 
ended by the depression of the 
early 1930's. And faced with the 
urgent need of a new livelihood 
he did some serious studying 

The idea gave him 
looked worse than a dream of 
despair. The thing looked slightly 
nutty. But Art plunked plenty of 
his short dollars into half a dozen 
ponies, equipping a pony ring on 
a bit of farm land west of Chicago 
\ much-traveled highway —Route 
64 ran past the place, and Art 
Fritz was hopeful. He was gam 
bling that folks would think 
enough of their children's happi 
ness, in those days of pinched 
pennies, to 
pony ride 

Fantastic as it there 
was good psychology back of the 
plan. In good times, children rate 
first with most parents. Bad times 
make children's happiness even 
more important, and Art Fritz be 
lieved, with the parents quickly 


necessity 


stop and give them a 


seemed 


proving him right, that while de 


pression dimes were scarce, there 


were still some left for kiddies 
amusement 

Business grew, and Fritz in- 
stalled a miniature train, kid-sized 
but able to carry both kids and 
parents on real train rides. Soon 
there was a merry-go-round and 
other devices, all pointed and 
planned to appeal to small fry. 

He had an amusement park 
going, but one which was vastly 
different from the enormous ex- 
travaganzas of the past. It had no 
terrifying roller coasters, crazy 


This kiddieland is in Melrose Park, Ill 


the country. It was started by Art Fritz 


houses, or other contrivances from 
which little folk shrank in fear 
Everything was pint-size, and so 
did not frighten the tiny tots. It 
was a pleasure park designed ex 
clusively for them and their par 
ents, and remains so today. Adults 
and teen-agers seeing no tingly 
thrills, are not attracted; and, un 
less present as escorts for children 
are unwanted and discouraged 
There is just no place, and no de 
sire, for them 

Fritz named his place Kiddie 
land, and tried to register it as 
a trade name, but failed. However 
the name stuck as a generic term 
for the type of park which he 
originated, now to be found the 
country over. 

In developing his idea, Fritz did 
far more than merely prove it 
sound. He also jumped the gun on 
several barely perceptible trends 
For one, he sensed folks were get- 
ting fed up with city crowding, 
dirt, noise, and lack of privacy. 
They were heading for the sub- 
urbs, for a chance to breathe and 
to live homey lives. So Fritz was 
out there, waiting. 


“Each year,” Art Fritz says 


, and is typical of many others throughout 


one of the pioneers in the business 
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Reports! Invoices! Letters! Orders! Drawings! 


Y THEM AT NEW LOW COST 


with the Desk-Top OZAMATIC 





The compact new 
OZAMATIC machine 
makes direct copies 
of anything typed, 
written, printed or 
drawn on ordinary 


translucent materials! 














. ATTENTION: EXECUTIVES! 
You'll find time-saving uses in every de Savings are Simple with 

partment for the high-quality, low-cost In order handling Ozalid can speed your 
Ozalid process entirely self-contained in the OZAMATIC! work and save you money. Here's how 


po ic aaa OZAMATIC desk - toy sees Seditt Gone Gite tor hens 
machine 





in the 


You can make copies up to 16 inches 
Originals 


A Wholesale Hardware Firm® has 
wide, any length, at speeds up to 30 feet 
per minute. Your first copy 1s ready o 
seconds, or you can have up to 


letter-size copies an hour at less tha N ee ES A Radio Station® | 


before 


¢ per copy | 
Larger Ozalid machines are available Ready A Dairy* | 


juction capacity. And anyone can lear: 


to operate any Ozalid machine in tive 
minutes Dry Copies 
Instantly 


N Pr f- 
N 


A Department Store* ; 


tor wider originals and even greater pro Messy Inks 


Send the coupon today for full details 
m the OZAMATIC or call the Ozalid 


distributor listed in the classified sectio 


Poor Car aii A Drug Chain* | 


k 


of your local telephone boo 





A Manvfacturer* 


—_ 
-- 
i 


) Der" 
o7AMt Aniltt 
yet < , « at 

\k nose? 


Genrit 1100 


en Cut Copying Costs... Use 


OZALID 


a 
= - Johnson Caty, N. Y. A Division of General Aniline & I 


Ozalid in Canada — Hughes Ower 


March 1952 








has incre 


per cent 


sual evidence of that increase 


undoubtedly 
of Fritz’s visi 
‘ry year. Some 


had childrer 


had other bus 


were retired 


in being impr 


for 
they 
ind do likewise 


ton 


ne apparent 


like 

could grow 

rhey could pt 
ind dollars into an 
Fritz best money tf 
inde way 
arousel 
inked second in yp 
Fritz first 
ilso popular 


choice 


doctors 
nessmen the bug bi 
rot a park of thei: 


Lawyers 


thi 


Next to the 
(one of the oldest rides) Mr 


ased from 


vestment 


responsible for cial 


tors off Route 
f these visi most 
had none lands 

ses, while 

they were 

with what 


done, am 


te Some 


com 


exclusive 
$10,000 


elaborate, may 


as the profi 
it a few ou 
iniature tral land 
naker, and be 
trains 5 to 


And 


ponies Was 


pularity Fair 


dentists, busi 


t ‘em and they 


Twenty 
comments 


Rensselaer 


sive of 
Perhaps the average 
around $40,000 to $50,000 
And Mr 
0) per cent return also 
O'Bryan 
me of Chicagoland's 
parks located at Skokie Highway 
and Golf 
advertising 
into kiddieland business 


ow! My _ kids 


an 

Cc 

which 
the trains used ir 
in reach 50 

good loci 
‘ Start on 
> and, if rightly mar 
pay off well 
designed for 
le with ar 
if land, of as 
to $15,000. Others 


cost 
Robertson backs uj 
co-owner of 


Road, was a 


man before 


were 


the 


iS é ( ‘rvative return 


supplies 
kiddie 


smaller 
investment 
little 
more 
avain ext 
land, as much as $150,000 


not including 


better 


successful 
getting 


breaking me 


he claims, “having me take them 
to kiddielands. I decided it would 
be cheaper to have my own park 
Perhaps not the least of kiddie 
land advantages, from an inve 
tor’s standpoint, is the low cost 
of overhead once the park is under 
Few 
and replacement 
ment are also comparatively low 
Although the i 
Chicago possibilities of yea! 
around operation quickly brought 
them to the West 
Southern States. The Chicago sea 
son, Art Fritz says, is fi April 
to November. The East Coast, to« 


numerous 


way attendants are needed 


costs on equip 


parks started ir 


Coast and the 


now has such 
There are parks in Canada 

co, and South America. Frequently 
they are found in connection with 
drive-in theaters, but this hookuy 
Is In no Way their 
The opportunities of the 
field are barely touched for 
wherever there is a good suburbar 
area without a park, there is a 
beckoning spot for a kiddieland 


parks 
Mexi 


essential to 


success 
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Calendar 


tthks WED THERS FRI 
WEEK 
WEEK (HOME 
WREAK 
WEEK 
hiks WED THERS FRI 
ALL WREAK 
WED THERS. FRI 
VON TEES (tl 
MON TEES WED 
ALI WEER 
VON 


Wh THERS FRI 


MON WED THURS FRI 
VMIONDAY 


\LE WERERK 


of Activities—Week of 3-10-52 


VMOONDAY hott 


MONDAY orl 
Ih 

VION Tl rt ks 
WED THURS. FRI 


rHURS h FRI t4tl 


PLESDAY 


PURSDAY — 11th 


rUES. WED THURS FRI 


CLEVELAND 


CLEVELAND 


LANSING 
WASHINGTON, bD. ¢ 


DANVILLE 


CLEVELAND 


CLEVELAND 


WASHINGTON 


MICHIGAN 


ILLINOIS 


NEYSMITH 
GRAWEMEYER 
rREMAINI 


NELA 


NELA 


PONT PLAZA 








Executives at The F. W. Wakefield Brass Company 


office. A monthly calendar of activities shows where every executive is going to be 


Vermilion 


Ohio, always know when an associate is not in the 


thus eliminating much confusion 


AMERICAN BUSINESS 





EVERYONE'S HAPPIER! 


with 
LINEN and TOWEL SERVICE 


From doctors, dentists and their 


fal 


patients, to big food store chains and 

their customers. From small offices 

to big industrial plants Wherever there are 
washrooms, wherever the public ts 
served—everyone’s happier with Linen 


and Towel Service. Why? Because 
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| 
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EMPLOYEES 


appreciate your thought- 
fulness in providing the 
sanitary comfort and 
cleanliness—the conven- 
ience of cotton towels in 
their washrooms. 


CUSTOMERS 


are favorably impressed 
with clean fresh cotton 
towels in your wash- 
rooms — with sparkling 
table linens — with im- 
maculate uniforms on 


AND YOU! 


make no investment 
whatever! .. . just the 
pennies per day cost of 
fast, efficient, dependable 
supply of all your linen 
and towel requirements. 


employees. 


CALL YOUR LINEN OR TOWEL SUPPLY SERVICE NOW! 


(listed in the Classified Phone Book under Linen Supply Service, Towel Service or 


Servilinen) OR, write direct to the 
LINEN SUPPLY ASSOCIATION OF AMERICA, 22 W. Monroe Street, Chicoge 3, Illinois 


For interesting literature 
on this important service 
and further information 





] 
This compoign is being sponsored in the interests | 


of the linen and towel supply industry by 


Division of Opelika Manufacturing Corporation, furnishers of 
washable service apporel, towels, linens and oll textile 


requirements of the Linen Supply Industry 








March 1952 








New Offices Increase Production 





Production has been stimulated at this insurance company 


by its new offices, and employees have even been heard 


to remark that they dislike leaving the offices at the end 


of the day. Many employee benefits are also provided 





By Beatrice Miller 


GAINST a background of color 
A and music introduced to thei: 
present building in February 1950 
the 436 employees of the Govern 
ment Employees Insurance Com 
pany of Washington, D. C., process 
and expedite 14,000 pieces of mail 
oming in daily from their 170,000 
policyholders 

Only a colorful, dynamic, deco 
rative scheme was suited to this 
progressive and fast-growing mail 
order insurance company that 
maintains a 24-hour service. Hay 
ing departed from standard old 
line insurance practices, it could 
turn its back on the conventional 
greens and grays of the average 
office, and achieve the high em 
ployee morale necessary to handle 
a steadily expanding volume 

The Government Employees In 
surance Company which started in 
Texas had, when it came to Wash- 
ington in 1936, a total of 957 
policyholders as well as assets of 
$127,190 

Leo Goodwin, Sr., one of the 
three founders of the company 
ind its executive vice president 
and general manager from 1934 to 
1947, has been president since 
1948. An insurance executive for 
more than 30 years, Goodwin has 
built the company into a major 
automobile insurance company 
furing the past 15 years 

Today its assets run over 
$13,500,000 and its policyholders 
number 170,000. Its selected clien 
tele of civilian government em 
ployees, commissioned officers, and 
the three top grades of non-com 
missioned officers are granted 
premium savings of up to 30 per 
cent for the same insurance pro 
tection given by old line insurance 


36 


companies at standard rates. Ope! 
ating without insurance agents and 
without branch offices, the Govern 
ment Employees Insurance Com 
pany passes these savings on to 
its clientele 

Office design and layout were 
planned around the work flow. 
Behind the glass front exterior of 
the lobby and salesrooms where 
policies are sold direct to the ap- 
plicants, office walls are done in 
bright greens and yellows. Birch 
trim is repeated in countertops, 
walls, and office furniture. Desk 
designs are functional: Conference 


desk for clients, overlap for tabu 
lation, recessed back desk for 
executives. 

Brightly patterned draperies 
pictures, low-volume music and 
plants in niches contribute to a 
relaxed home interior that appeals 
to both clients and employees. 

The applicant for employment 
catches this note immediately in 
the personnel department, where 
vividly patterned draperies, walls 
in yellow and blue, deep-piled car- 
peting, lamps, and pictures connote 
friendly surroundings. 

“Our office design is undoubtedly 


By combining four desks at which four operators may work independently, 
Government Employees Insurance Company saves 25 per cent of floor space 
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a factor that contributes to em 
ployee loyalty and stability, along 
with the many employee benefits 
we have worked out,”’ commented 
W. R. Tinsley, director of service 
and supplies, who pointed out the 
highly competitive labor market in 
the District of Columbia. 

“We believe it has stimulated 
higher production. Our employees 
enjoy working here. Many of our 
employees, whose homes are in 
other parts of the country, live 
under boarding house conditions 
A homelike atmosphere such as 
ours gives them roots. I have 
heard employees remark that they 
disliked leaving the office at clos- 
ing time.” 

The cafeteria with its rose- 
colored walls, backdrop of heavy 
draperies, soft lighting, and pic- 
tures approximates a night club 
lounge. Subsidized by the company 
$10,000 to $12,000 yearly, the 
cafeteria serves 700 breakfasts and 
lunches daily at below-cost prices 
Specially prepared top-quality 
take-home food is available to em- 
ployees at cost. Entertaining 
luncheon guests, celebrating anni- 
versaries and social events with 
parties and showers are privileges 
offered to all employees. 

“We want them to feel that this 
is their cafeteria, run for their 
benefit and use whenever they 
need it,’’ stated Mr. Tinsley, indi- 
cating that a Board of Governors 
comprised of employee representa- 
tives of each division of the or- 
ganization determined cafeteria 
operation and policies 

Employees may also avail them- 
selves of a purchasing privilege 
that covers furniture, major and 
small appliances, radio and tele- 
vision sets, and other household 
goods and sundry items at cost 

Group life insurance policies at 
cost, a Christmas bonus, an all-out 
summer picnic with transportation 
and food, and even toys provided 
for the children are other benefits 
that frequently induce employees 
to bring family members seeking 
employment into the organization 

In the executive offices, the color 
scheme is correlated with the lobby 
by repeating the greens, yellows 
and browns, yet permitting the 
personalities and personal tastes 
of executives to influence decor. 

Office layout in other divisions 
was planned in accordance with 
the routing of mail. The sequence 
and proximity of departments are 
based on assembly-line movement 
The mail department on the first 
floor opens the mail and sends it on 
to the second floor, where by the 
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< .Now any office can have 
a Postage Meter! 


And has a moistener for sealing 


e/n fact, anybody who mails 
letters, no matter how few or hou 
seldom, can use the DM. It’s a 
desk model postage meter, little 
larger than your telephone 

ebut it prints postage like any big 
meter the right stamp for any 
kind of mail, right on the envelope 
With a dated postmark, and your 
own small advertisement if you 


like Even handles parcel post 


-~ PITNEY-BOWES 


Postage 
—— 


t S f ad 


envelope flaps 


@Can be set for as much postage 
8 you want to buy protects 
postage from loss, damage, theft 
accounts for postage automatically 
It's a great convenience. Anybody 
can learn to use it in a few minutes 


Ideal for small branch offices 


@Ask the nearest PB office to show 
uu the DM 


or send the coupon 


pal g 
2 
Bowes, Inc ee 


S ford, Contr 








When I went to work for the 


Elliott Company in 1907, all 
Elliott Address Cards had a 
metal frame with a manila pa 
per center, and our competitors 
advertised that their address 
plates were 100% metal, and 
that they sold 87 out of every 
100 addressing machines sold 


Certainly in those days metal 
address plates seemed to be the 
proper thing, although office 
girls strenuously objected to 
handling them 


In July, 1909, my father-in-law 
loaned me $30,000 to buy out my 
father’s partner, and a few 
weeks later | shocked my fa 
ther by saying, 


“The frame of the Elliott Ad 
dress Card is all wrong because 
instead of being made of metal, 
it should be made of flexible 
fiber that could be colored and 
printed and written upon for 
index records 


“And the center of our Ad 
dress Card is all wrong because 
it should be made of Japanese 
paper that could be stenciled 
with a regular typewriter 


“And with that kind of an Ad 
dress Card | bet I could borrow 
a million dollars and buy out 
our stencil addressing machine 
competitors and eventually dis- 
place every metal address plate 
in the world.” 

Now most of those things 
have been accomplished, and I 
believe we are today selling more 
addressing machines than any 
other manufacturer 


If you are still using metal 
address plates, you will be very 
much interested in a booklet | 
have just written entitled 
Stencil Addressing from 1852 
to 1952 


, 


May | send you this booklet’ 


Hse (het 


153-M Albany Street 
Cambridge 39, Mass 


master index it is verified as 
policyholder 
and routed to the proper division 
xv regional area. Manually oper 
ated, the master index is kept uj 


classified indexed 


to date by four clerks 

All accounting is handled by 22 
operators on IBM machines, which 
punch, verifier 


reproducer, multi 


include a_ key 
sorter, collator 
plier, interpreter, and accounting 
machines. All statements and re 
ports for internal operations, as 
well as earnings, losses, and claims 
statements which must be filed 
with the states for tax purposes 
are produced on these machines 

In the claims and regional di- 
visions, desk unitizers, combining 
four desks at which four clerks 
may operate independently, save 
25 per cent of the floor space. 
Electric typewriters are replacing 


all manually 
throughout the entire organizatior 


f 


Greater production with less fa 


operated machines 


tigue has been observed with 
placements. All correspondence is 
transmitted by dictaphone 

A print shop, handling all forms 
letterheads 
turns out 250,000 items 


policies memos, and 
notices 
weekly. The convenience of getting 
prompt service on rush jobs ex 
ceeds even the economic advantage 
of yearly savings of $7,000 

Government Employees Insur 
ance Company had a 20 per cent 
gain in policyholders in 1951 
Greater gains are anticipated in 
the coming year as the production 
department creates and stimulates 
new interest in policy buying 
among Federal, state, county, and 
municipal government employees 
throughout the country 





Mes 
tookkeepers? hand 
Clerks 

Accounting 
(reneral 
Order 
Payroll 
Office bays 


Pabulating machine operators 


Woes 
Billers, machine 
Silling machine 
tookkeeping machine 
Bookkeepers, hand 
Bookkeeping machine operators 
Class B 
Calculating machine operators 
Comptometer type 
Clerks 
Accounting 
File, Class A 
File, Class B 
Creneral 
Order 
Payroll 
Duplicating machine operators 
hey punch operators 
Office girls 
Secretaries 
Stenographers 
Creneral 
Pechni il 
Switchboard operators 
Switchboard operator 
receptionists 
Pabulating machine operators 
Transcribing machine operator 
Creneral 
Class A 


l ypists, Chass IK 


! Vpoist 
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New Rating 
Methods Told 


N an address before the mid 

winter personnel conference of 
the American Management Asso- 
ciation, Chicago, held February 18 
to 20, Purdue University’s Dr 
Joseph Tiffin pointed out that 
neither management nor unions 
have been too satisfied with the 
results of employee merit-rating 
plans installed throughout indus 
try in the last few years 

Much time and money have been 
spent to determine better methods 
of rating employees. Two of the 
more recent developments came 
from military research conducted 
by the Armed Forces during World 
War II. It was found that tradi- 
tional “efficiency ratings” failed to 
distinguish the men qualified for 
promotion to higher ranks from 
the mediocre, since the great ma- 
jority were rated “excellent.” 

One of the two methods devised 
to combat this problem is called 
the “forced-choice method.”’ This 
was intended to avoid a piling up 
of the ratings at the “good” end 
of the scale and to avoid any pos- 
sibility of favoritism. With this 
method, the rater simply checks 
two of four statements—-the one 
most descriptive of the man rated 
and the one least descriptive. The 
problem posed here, however, is 
that since such ratings are used 
for promotions, transfers, and lay- 
offs, they must be defended at 
arbitration hearings, and so may 
not receive union acceptance. 

The second important new 
method is known as the “critical 
incidents technique.”” “There are,” 
Dr. Tiffin said, “some particular 
things that employees do, or do 
not do, that make the difference 
between success, mediocrity, or 
failure. This method provides that 
supervisors keep records of the 
actual occurrence of such critical 
incidents in the performance of 
employees. Each recorded incident 
should be something that the em- 
ployee actually did, or did not, do 
As such, this method does not call 
for an evaluation of an employee 
by his supervisor, but is simply an 
accurate, written, and dated record 
of a part of his behavior on the 
job.” 

The critical incident approach 
would seem to be more acceptable 
to organized labor than most other 
types of merit rating now used. 
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news room PANAGRA asour COLITHO 


“Colithe #75 Printing Masters 
have turned out the finest 


quality printing 


printing costs hace been 


held to a minimum 


* Results in terms of eficiencs 
economy and quality have been 
so good that we feel justified in 
praising the Colitho #75 
Printing Masters 


People in all hinds of busi 
the happy experiences whi 
Johnson, Maintenance Supers 
Pan American-Grace Airwa 
his unsolicited letter. They 
their offset duply ating to 
quality level attainable wit! 
and Colitho Offset Duplheatin 

It's vou who have not 
who still have a ple sant 

and believe Mr. Johns 
you will be surprised at t COLUMBIA RIBBON & CARBON MFG. OO., Ene 
work and the volume of it get tror i Herb Hill Road, Glen Cove, L. t., New York 
Colitho Plates 

Colitho Plates were desigt ' t 
for all duplicators The must star n Oo 


their own merits and st 
Colitho Plates 


OFFSET MASTER PLATES 


‘ tho plates and supplies make any 


fi set uplicator a better duj tor 





were Remmow & Ceemos Mant gactt are Ca. love 
Herb Hill Road, Glen Cowe, LI nN. ¥ An 
{ the Colitho M 
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Executive 
Shortage 


finued 


audits to determine whether or 
not it is being done, any company 
will constantly face critical needs 
for upper level management men 

Sears, Roebuck and Co. has suct 
a policy, and its spectacula: 


MEET A REVOLUTIONIST! ewe och 2. V. team: 


It's your new Rotor-File and it's starting = proportion all standard and special sizes president in charge of merchan 
revolutions in office ethciency all over the of records and tolders accommodated with i . 2 Se i it } 

~g SC > . 

intry by saving up to 30 of the time equal ease dising or sears describes the 

} ex ad en ile | P , »<e "We ave 

sally required to handle live files Your records are hled in removable trays on policy in these words, We have 

rotary tiers. Any record tray swings at a 4 Mandatory retirement rule for 

touch to the V-opening for clear accessibility those earning more than $10,000 
to ALL records per year at the age of 60 


solves your problems of clerical 

by bringing over 100,000 &” x 5” 

rd cards to the fingertips of a single seat 

operator smaller or larger records in Rotor-File saves clerical time and fatigue by Mr. Houser goes on to explair 
eliminating wasted motions ‘ ‘ 

' WASSELL ‘ORGANIZATION, INC. snd Gane ho Gaels bien that this rule was adopted many 

years ago, not because it was felt 


WESTPORT 8, CONNECTICUT | inventory, purchase control, ago 
\ ~ credit records, accounts re that men of this age had passed 


Without obligation, I would like details on 
" ceivable, correspondence, tab usefulness, but “entirely to kee; 
Type \ ' ; ulating cards, and even ad the lines of advancement open 


dressing plates : 
ae Here, it seems from talks wit! 
Write today for full details 
POSITION on the savings Rotor-File can : 
Please attach to your business letterhead + make for you the biggest errors made by man 


puc OTOR-FILE agement—failure to keep the lines 
SIGNALOK of advancement open, with the 
consequent loss of the very best 
most potentially vaiuable, young 
men. Such men are not going to 
stick with a company where ad 
vancement seems too slow. The 
very minute they make a mark 
some other company begins mak 
ing overtures to them 
It must not be assumed that 
good management requires the re 
tirement of men the moment they 
reach 60. Such a policy may be 
wholly successful at Sears Roe 
buck, but for many other com 
panies men at 60, or at least a 
fairly high percentage of them 
are actually at their peak capac 
ity. What they have to contribute 
to the organization is entirely too 


your nearest Davidson Sales and valuable to lose 
How to profit by the experience 


Service Agency or write us... 
eee of the man at 60 or older, still 
no obligation. = * ' 
: keep the lines of advancement 
open, and to guard against the 


2 danger of older men slowing dowr 
avi son al ; and preventing progress is a triple 
eo . t the 


hundreds of executives, is one of 





Stop costly delays. Get your 

important printed matter promptly 
have it whén you need it. It's easy when 
you own a Davidson Dual. It does both 
offset and letterpress printing letterheads, 

office forms, price lists, advertising literatur 
post cards, etc top quality work in black and 
white or multi-color 
Ic will do all your office duplicating, too... form letters, 
bulletins, confidential reports quickly . . . easi 

Saves time — plenty of it — and money, too, Want details? See 


threat problem which needs 
Hundreds of , most careful attention manage 
Brvidson Dosis can give you _ | ment can give. Unless each com 
this fast, low : ; pany finds its own particular solu- 
te hate a . ; D tion for this problem, stagnation 
: is almost inevitable. 

The problem plagues small busi 
ness as well as big. Typical of 
DAVIDSON CORPORATION what can happen is the experi- 
A Subsidiory of Mergenthaler Linotype Company . ence of Ivan Allen-Marshall sta- 
1028-60 West Adoms Street, Chicago 7. Illinois 


4:k for a 
Demonstration 


tioners and business supply deal- 
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Kock a Pile 
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Now it’s a fact! Office furniture and equip- 
ment that combines efficiency, comfort and 
beauty—Rock-a-File Modular Office Furniture 
and Equipment. Engineered for efficient use, 
solid working comfort and warm beauty, Rock- 
a-File Modular makes any office a more at- 
tractive, pleasant place in which to work. 
Gone is the old-fashioned, cluttered look of 
unmatched pieces. Rock-a-File Modular units 
—desk, file, bookcase, waste receptacle, type- 
writer cabinet, drawer cabinet and shelf stor- 
age cabinet —in wood or steel construction — 


Write today for catalog and name of nearest dealer. 
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are designed to fit available space with the 
maximum in efficiency. Each unit easily con- 
nects to companion units in any desired ar- 
rangement— making a complete and harmo- 
nious furniture layout 

Everybody, from executives to stenogra- 
phers, will appreciate the efficiency, economy 
of space, comfort and beauty of Rock-a-File 
Modular Office Furniture. Available in steel 
or wood, Rock-a-File Modular steel units are 
furnished with gray or walnut finish; wood 
units in genuine walnut only. 


ROCKWELL-BARNES COMPANY 


ts te e Statione 


35 East Wacker Drive Chicago ], Ill. 








“ve 


aluminum 
chairs 


A Boost for Teamwork 


The office is an indispen 
sable member of your pro 
duction team. Obsolete tools 
and equipment in your office 
obsolete 


are as costly as 


equipment in your factory. 


It is possible to counteract 
soaring costs by increasing 
the efficiency of your em 
ployees with modern seating. 
Why not provide your office 
personnel with the best— 
why not provide them with 


FINE-REST? 


Write us for free descrip 
tive literature and the name 


of your nearest FINE-REST 


dealer. 


Lippe talion 


AKRON 8 OMIO 


ALUMINUM SEATING 


’ %. CHERAY STREET 


DePrebulor 


antes S678 66 4050 & fem oT mF 
Steer Tas © 5 8 EEPORT OreTeeuTos 
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ers in Atlanta, whose record was 
published in a 
AMERICAN BUSINESS. Ivan Allen 
Sr was one of the best known 
men in Atlanta. He has had many 
honors as a public-spirited citizen 
Besides being a bank director, he 
had built a prosperous, progres- 
sive business. But when his son 
took over active 
Ivan Allen, Jr 
taller structure on the very sound 
foundation built by the elder 
Allen. Younger men were hired 
and trained, planned selling was 
inaugurated, and regular meetings 
held to inspire and train men to 
greater achievement 

In a few 


recent issue of 


management, 
began erecting a 


years sales were in 
creased from less than a million 
a year to more than $4 million 
While this may be an exceptional 
case, it does show what better 
training, younger men, and a more 
aggressive spirit can do for a 
small business 

Just where industry falls down 
in developing executive talent is 
again pointed out by Mr. Cordiner 
‘Too often, at the most critical 
period in the development of an 
executive, we have neglected to 
provide any opportunity for train- 
ing at all 

We suddenly find ourselves 
doing one of two things: We take 
the man who has been specializ- 
ing during some of the most im- 
portant formative years of his 
life and give him a title, saying, 
‘Now you're a manager.’ Or we 
find ourselves saying, ‘We'd like 
to promote a man from within the 
ranks, but none of them has the 
proper qualifications.’ "’ 

As remedies for the executive 
dearth, Mr. Cordiner § suggests 
first, a regular rotation of selected 
specialists on different types of 
jobs, but he warns that oppor- 
tunity for delegation of authority 
must be part of such jobs. 

A means of accomplishing this 
is the second suggested remedy: 
Establish assistant manager and 
assistant-to-the-manager jobs that 
would be concerned not just with 
the specialties involved, but with 
over-all managerial aspects. 

Such jobs should permit the 
young executive candidate to learn 
“how to select people and organize 
their efforts by defining responsi- 
bility, authority, and accountabil- 
ity,” learn the “understanding of 
human relations,” and develop 
“sensitivity to economic 
and political trends.’ 

The GE official said that “writ- 
ing job descriptions of the present 
managerial positions will help de- 


social, 


termine what qualifications are 
needed to fill them, and will pave 
the way for selection of re- 
placement candidates 

Another device helpful toward 
this end, Mr. Cordiner says, is the 
organization chart, which, if put 
to work, “provides a road map for 
an executive development pro- 
gram,” that, “like any good road 
map, shows you both where you 
are and where you want to go 

One simple device often neg- 
lected is used by Union Oil Com 
pany of California. It is a well- 
illustrated description of the com- 
pany’s executive organization. In 
a recently published 40-page book- 
let, Union Oil Co. of California 
describes its management organi 
zation in great detail. Beginning 
with the board of directors, every 
department of the company's ex 
ecutive organization is illustrated 
charted, and described. The book 
let is virtually a job description of 
every executive post in the com 
pany, and serves the purpose of 
“putting the odds on the board 
The younger man in the company 
has a chance to study this booklet 
and chart his own course upward 

In many companies the younger 
potentially valuable executives 
must learn the hard way, as best 
they can, what lies ahead. To the 
old-time executive it may 
simple, but to the younger man 
the way to the top seems long, 
mysterious, and almost unattain- 
able. But when the top jobs, and 
the supporting jobs under them 
are described, illustrated, and 
charted as Union Oil does it, a big 
step has been taken in the develop- 
ment of younger men. They can 
see the way ahead, and can see 
how their jobs dovetail into the 
entire organization. 

In future articles we will at- 
tempt to show how many com- 
panies are tackling the problem 
of executive development. It is too 
much to claim that any company 
has wholly mastered the problem. 
But excellent work is being done 
in many organizations, and we 
hope to present a complete report 
on some of the most successful at- 
tempts to accelerate the develop 
ment of top-drawer executives. 

Other articles to follow in the 
series include such pertinent sub- 
jects as “What It Costs to Train 
a Top-Drawer Executive,” ‘The 
Rotation Method of Developing 
Leaders,” “Conference Training to 
Build Management Skills,” ‘“‘Train- 
ing Executives to Train Succes- 
sors,”’ and “Special Assignments to 
Executives.” 


seem 
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Cardatypes 
Speed Orders 


Continued from page 13 


automatic typewriter. The primary 
typewriter then automatically 
types the information from the 
card on the order-invoice, and also 
punches the information on a 
transmittal tape in its base, while 
the secondary typewriter begins to 
type the pertinent information on 
the stock-pickers’ tag. The tags are 
printed on a continuous roll of 
stiff paper which is perforated into 
strips 1 inch wide. One tag end is 
perforated to provide a folded area 
to attach to the parts. Only es- 
sential information is typed on the 
tags: Location, group number, part 
number, part name, quantity, 
picker, order number, and page 
number. 

When the machines have fin- 
ished typing the information 
punched on the price card, the 
card pops up. The operator has 
the card for the next item on the 
order ready to insert, as she re- 
moves the completed card from 
the hopper and returns it to its 
proper place in the file. After she 
has completed the heading of an 
order, therefore, she follows a 
routine of selecting price cards 
inserting them in the machine, re- 
moving completed cards, and re- 
turning them to the file. 

The hopper on the Cardatype 
machines holds up to 15 cards at 
a time. Were it not for the neces- 
sity of inserting quantities, the 
operator could load her machine 
with 15 cards at a time, and the 
machine would type the entire 
order-invoice, up to 15 items, with- 
out further attention. Since quanti- 
ties must be inserted by means of 
the auxiliary numerical keyboard, 
however, she can insert only one 
price card at a time when writing 
regular order-invoices. 

She does insert as many as 15 
cards in typing back orders, how- 
ever. When orders are received 
for items not in stock, the back 
orders go to a manual key-punch 
operation, where a card for each 
item and quantity is punched. 
These cards are then filed and 
held until parts are received, when 
ready for shipment, the back 
orders are pulled and distributed 
to Cardatype operators, who 
merely put them in their machines 
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100% accuracy assured 
when you use your photocopy machine 


Mistakes are common when 
information is copied by hand 
... or typewriter. And even 
subsequent copy-checking 
doesn't catch them all. But 
you can always count on your 
photocopies being 100% ac- 
curate. And the cost—in 9 
cases out of 10—will be only a 
fraction of the manually tran- 
scribed copies. 

So...do a little double-checking 
now, if your photocopy machine is 
seeing only part-time use. Remember 

— it’s designed to save you time and dollars 
in reproducing the paper work of 
all departments. 


For the best photocopies, use 
Kodagraph Contact Paper 


This paper is made by Kodak for use it 


all types of contact photocopiers. It repro- 


duces all documents in dense photo 
graphic blacks, clean whites 

with new sparkle and legibil 

ity. And it’s easier, more 
economical to use —no more 
split-second timing or trial-and- 

error testing. Order it ... and see 

for vourself 


[XKedagraph Contac? Paper 


“THE BIG NEW PLUS” IN THE OFFICE COPY FIELD 


EASTMAN KODAK COMPANY 
Industrial Photographic Division 
free booklet rs Rochester 4, N. Y. 


Mail coupon for 


Gentlemen: Please send me a copy 
duction your new, free bookl 
SRgNEO emcees 
Department 
Company 
Street __ 
City 
TRADE mage 


a 











IT’S ALWAYS UP-TO-DATE 
O EASY 
ANGE! 
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The EVERLASTING 
Interchangeable 


ORGANIZATION There’s Nothing Like It For 
H. SIMPLICITY OF MAINTENANCE! 


Obsolescence is no problem to users of 
Die Cut Plastic letters for compony the Everlasting Interchangeable Organiza- 
names @ in tion Chart. When changes in personnel 
occur your secretary can correct this chart 
instantly merely by typing the names on 
paper strips and inserting them under the 
plastic windows. No costly re-drafting! 
No delays. Your chart is always up-to- 
date. Sharp prints may be made directly 
from the chart. Sizes to fit any organiza- 
tion structure. Send for 4-page illustrated 
folder No. 4A and list of prominent users 


> 


Write or phone Michigan 2-6564 


he st vor 


MANAGERENT CONTROL CHARTS CO. [2.%,"el* st 


informative! 


stimulating! 
ALL-PURPOSE BU 
SHOW for 1952 


in conjunction with NOMA 


il mi 33rd International Conference 


* . 


CIVIC AUDITORIUM 


San Francisco, Cal 


MAY 19, 20, 21, 22 


display space is 
98% gone .. if 
you wish to 
participate, 

act immediately. 
Write to: 


important! 





in proper arrangement and let 
automatic typewriters type up the 
entire lot 

In writing regular order-invoices 
the average operator is capable of 
processing 150 to 200 price cards 
per hour, eliminating the necessity 
of employing fast, accurate typists 
A new operator with only a few 
hours training can write orders at 
the machine's automatic speed of 
600 characters per minute. Thus 
the Cardatype installation § radi- 
cally reduces the overhead costs 
for producing such accounting and 
billing records 

Order-invoices are written on 
six-part continuous forms. Of 
these, three go to the warehouse 
and three go to the accounting 
department. 

The transmittal tape, automati- 
cally punched while invoice is be- 
ing typed, is forwarded to one of 
five major supply depots which 
maintains a perpetual inventory of 
parts in GM warehouses. There it 
is returned to key-punch inventory 
by means of a tape-to-card punch. 
One operator can attend to three 
of these automatic machines at a 
time while they turn out as many 
as 2,400 cards per hour. 

Before the Cardatype system 
was adopted, information on deal- 
ers’ orders had to be checked, and 
much additional information added 
manually. This included dealer's 
car division, sales zone, dealer's 
code number, terms, class of pur- 
chaser, normal transportation 
routing, prepaid or collect, and 
shipping date. Then the warehous- 
ing classification code, car division 
code, stock bin location, price, 
quantity, and shortages of each 
item had to be inserted manually 
Order-invoices were manually 
typed on electric billing machines 
and, of course, had to be verified. 
Since the back copy was of stiff 
paper, the carbon impression fre 
quently was poor. 

Development of the new card- 
writing machine was begun several 
years ago by the National Control 
Office of Chevrolet Motor Division, 
Flint, Mich., under the direction 
of L. W. Johnson, manager of 
parts distribution, in collaboration 
with International Business Ma- 
chines Corp. After many delays 
a laboratory model was built and 
changes were made. The present 
model Cardatype was given a trial 
by Chevrolet some time ago. It 
proved to be such an improvement 
over the former methods used by 
GM parts depots that all 45 have 
adopted it, and use more than 200 
of the units. 
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INVENTORY CONTROL 
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LABOR DISTRIBUTION 
MATERIAL DISTRIBUTION 
SALES ANALYSES 
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scareTion 


“Sunn, Bora and Face cod 


Here’s good news. The quick complete facts you 
need so badly these hectic days, you can have with 
Remington Rand Record Sort — at less than $100 


per month! Just 3 simple machines— Punch, Sorter, 
Adding Machine all Small 


are you need and 


—~Sai onve NOLO 


s 20eele 


} 


Ut had then half the salary of one clk! 


medium-sized firms in many fields are 
daily with Record Sort that you don't have 


to be 
“big business” 
& 


ings of Punched-Card Accounting. Send the cou 


pon today for free booklet giving full information 


Herts teourtimply RECORD SORT works. 


1. PUNCH 

Your own employees 
can easily record any set 
of facts on the Record 
Sort card in the form of 
punched holes. 


2. SORT 

Here's the heart of Rec- 
ord Sort—the repeated 
use of the same cards t« 
number of 
different reports. Cards 
are automatically ar 
ranged 


prepare a 


in desired se 
quence at 25,200 sorts 
per hour. 
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3. TOTAL AND POST 

Now that the cards are sorted 
a simple matter to « 
and post them to 
for the 


ompute tc 


effective controls y 


business needs 


FOR PEAK LOADS. Cal! 


\ Remington Rand's Punched-C 


Record Services. Experts we 
\ | from your cards in our office « 
. 


na 


charge-for-work-done b 


ISIS 


Management Controls Reference Library, Room 1719 
315 Fourth Avenue, New York 10, N.Y 


A yoklet TM 616A, on Re 
Name 


Firm 
Address 
City 


your report fe 


proving 


to gain the amazing speed and sav- 


it’s 
tals 
wm 
our 


on 
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“22 CENTS— 
WHERE ARE YOU?” 


Nine oclock at night, and this poor 
fellow, supperless and cold is still 


hasing an error of 22 cents 


PITY THE MAN! 

and all bookheepers like him, whe 
worked in the year 1839.) Their day 
bevan af six in the morning, was 
upposed to end at six at night, but 
professional pride kept them over 
time until their accounts were bal 


tee ed 


It's all because in those days, each 
entey was made by hand there were 
no adding or calculating machines 
md old-time ledgers had too few 
columns. Various kinds of income 
md disbursements had to be bulked 
under yeneral headings 


Poday, Parco eflicieney forms have 
sosystematized record keeping that 
miditors and book keepers have com 
plete controlover figures at all times 
found and = the 


business is apparent 


errors are easily 
status of a 
from day to day 

You should see the 
covering 240 modern forms, tlexible 
chain-post binders and other audit 
ing aids. Also 


made to fit your particular business 


Pare “ catalog 


if you use any forms 


we custom-print them to your exact 
spectieatprons 


Don't delay! Write for Catalog F-1 today. 








TALLMAN ROBBINS & CO. 


Binders 


wdinated Filing Equipment since 1912 


rca Better Business Forms 


310 W. Superior St 


Kansas City 
Wichita  Washingtor 


Chicago 10, Ill 


Y 


New York Indranapolis visa 
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Employee Relations Program 
Reduces Turnover 


Continued from page ! 


who bring in new business. Group 
life and hospitalization plans, as 
well as benefits, are 
available. The retirement program 
is noncontributory 

Having first established good re 


retirement 


with its 
finds the personnel more 


lations 
Son lety 
cooperative in sharing their efforts 
with the 


employees, the 


toward good relations 
public. The Society is especially 
sensitive to the needs of its 
women patrons, who represent 60 
per cent of the savings accounts 
The lounge for lady patrons and 
window boxes filled with flowers 
attest to this. The main lobby re- 
ceptionist will care for babies, sell 
postage stamps, and collect publi 
contributions for community and 
welfare drives, as well as answer 
a thousand inquiries a month. The 
Home Economics Department, also 
on the main lobby floor, helps 
patrons prepare budgets. The serv- 
ices of the Budget Consultant are 
also available to readers of the 
Cleveland Press, which conducts a 
home budget column 

The Society has had a steady 
financial growth. On July 1, 1951 
it distributed its 204th consecutive 
Since 1849, de- 
dividends 


dividend payment 
have received 
totaling $143.2 million 
Services, office equipment, ma- 
chines, and systems have kept pace 
with modern progress in banking 
and office procedures. The Society 
was the first to use IBM equipment 
for the posting of school savings 
Indeed, it was the first to help de- 
vise school savings as a practical 
educational project for upper levels 
of elementary schools. The Society 
has more than 85,000 students’ ac- 
counts, representing 90 per cent of 
the public and parochial school 
enrollment. The department works 
closely with the supervisor of 
mathematics in the Cleveland Pub 
lic School System. The Society's 
system takes the burden off teach- 
ers, and trains the participants in 
self-reliance, thrift, the funda- 
mentals of banking, and practical 
arithmetic. The school savers carry 
a balance of $2.7 million 
Service desks in the department 
“pint-size” deposi 


fountain has 


positor s 


are made for 
tors. The drinking 


graduated steps. The office floor 
behind the tellers’ counters was 
lowered 4 inches so that the young 
people in the lobby would be 
nearer eye level when transacting 
their business. The staff consists 
of 25 employees, all of whom «« 
cupy custom-built desks. A small 
room adjoining the lobby, used for 
a meeting place for the 
savers, displays thrift 
posters, and sketches by the young 
people on its cork walls. The de 
partment filmed a 16mm 
Kodachrome motion picture in co 
operation with the Cleveland 
Board of Education, called “A 
Passbook to Better Living,’ which 
has been viewed by more than 
150,000 persons, A copy of the film 
is available free for showings 

Microfilming of old documents 
and papers released enough space 
in the vault, located in the base 
ment, to double the safety deposit 
box area. Consequently 11,596 
boxes are now available, in con 
trast to the previous 5,015. Unused 
space under the stairway leading 
from the basement to the main 
floor was converted into a recessed 
office to accommodate personne! in 
charge of the safety deposit boxes 

The Society maintains a steno 
graphic pool where many of the 
girls are trained before obtaining 
permanent departmental 
ments. About 80 manual 
writers are in use throughout the 
offices, with 3 electrics and 3 Auto 
typists. An Addressograph is used 
in conjunction with the latter for 
direct-mail promotion pieces, for 
mailing year-end statements, spe 
cial messages from the president 
monthly checking statements, and 
financial reports 

About 70,000 pieces of mail are 
expedited mechanically each 
month through the mail depart- 
ment. This department also has 
a darkroom for developing photo- 
graphs taken for mortgage loan 
appraisals and for the bank publi 
cations. Documents and_ records 
are also photostated 

Literally reaching into the sky 
the Society utilized unused space 
which had formed an inner court 
extending from the second to the 
top floor of the building, capped 


school 


slogans 


sound 


assign 


type- 
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by skylights. Assured by the archi- 
tects that the construction was 
sound, I-beams were moved into 
position through windows and onto 
columns, where they spanned the 
center well above the second floor 
Inner walls surrounding the un- 
used open court on the second 
floor were removed, thereby mak- 
ing available the use of the entire 
floor. This area now accommodates 
the mortgage loan department. It 
is decorated in Early American 
with custom-built desks and 
matching leather upholstered arm 
chairs. Along the south wall of 
the newly created second floor is 
a spacious office, occupied by the 
officers of the mortgage loan de- 
partment. Rich red carpeting, teak 
Flexwood wall panels (the larg- 
est such installation in America) 
and sketches of the construction 
of the Cleveland Terminal Tower 
are the predominant decorative 
features. Adjacent to the office is 
a small conference room, one of a 
number to be found throughout the 
building. Along the east wall is a 
counter and desk space for person- 
nel handling insurance, mortgage, 
and collateral loan details. The 
counter and other working sur- 
faces in the building have formica 
tops which resist acid, water, and 
cigarette stains. The area along 
the west wall is used by escrow. 
The third floor remained a bal- 
cony. It was refurbished by replac- 
ing the old iron grille railings with 
aluminum trim railings having 
decorative squares inlaid with a 
special glass. The old private of- 
fices were torn down for fewer, but 
more spacious and more service- 
able, office areas. Walls facing the 
balcony are covered with a thin 
veneer of teak Flexwood. Along 
the south wall, an executive office 
similar to that on the second 
floor houses the officers in charge 
of public relations, investments 
and term loans, and business de- 
velopment. This office is paneled 
with oak Flexwood, and decorated 
with etchings of the financial cen 
ters of the world. Along with this 
project, a Statistical Department 
was created to analyze and review 
monthly financial statements from 
borrowers, and other financial and 
economic reports. This department 
is adjacent to the third floor ex- 
ecutive offices, and keeps the of 
ficers informed of any changes 
that might be reflected when the 
financial reports are analyzed 
Secretaries serving executives 
and officers have their desks in 
the same office. Thus the secretary 
is in close contact with her work 
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Make this £72527 test - 
in your office - at 


compare 
LU5SCD chairs 


for comfort! 
convenience! 
value! mail 


coupon today 


6 Easy Adjustments 
— without tools 


1. For height 4. For height 

of seat. of backrest 

2. For depth 5S. For angle 
) 


f 


of seat. of backrest 


3. For slope 6. For tension 


of seat. of tilt action 





MODEL 20-4 


*Prices in Florida, Texas and 11 Western 
states 


L056 


Office Chairs 
HAMILTON ee 


Also makers of COSCO Household 
Stools, Chairs and Utility Tables 


no cost 


Cosco Office Chairs into your 
for a free, 10-day trial. Let 
ritical “‘seat-critics” subject 
very test and comparison 
if everyone doesn't agree that 
ffers more for your money than 
ther chair true custom-built 
rt at mass-production prices 

Mail coupon for installation of any 

t six all-steel models in your office 
without obligation. Four adjustable 
models with up to six easy adjustments 
Seats of all models cushioned with Fire 
stone Foamex or foam rubber latex 
Bonderized, baked-on enamel or chr: 
t finish and Du Pont “‘Fabrilite 
ipholstery in all popular office colors 
/ rated. At top, 17-A Executive Chaim 
$48.45 ($50.95*); also 17-T, armless, $43.2 
$45.25*) Extreme left, 16-8 Secretarial Chair 
with spring back, $31.95 ($33.45*); also 16-F 
fixed back, $29.95 ($31.25*). Left, 20-A Sid 


($30.55*); also 20-1 


HAMILTON MANUFACTURING CORPORATION 
Department A) COLUMBUS INDIANA 
Gentlemen 

Please send me, without obligation, name 
nearest dealer and complete catalog 


Name 





and fewer explanations and less 
time are necessary for the projec 
tion and expediting of ideas and 
transactions 

A number of conference rooms 
are utilized by staff members for 
These rooms 
idjoin offices on the 
nain floor, the second floor, and 

the third floor, where there is 
conference room 


private discussions 


executive 


i ombination 
ind staff library 
n banking, the library contains 
volumes on economics 
ind related subjects jooks were 
ataloged and indexed with the 
help of the Federal Reserve Bank 
Librarian. This room has one of 
television outlets ir 


Besides books 


numerous 


the eight 


Stalled for ise when events of 
national significance and interest 
are televised 

The fourth conference room is 
that occupied by the board of 
trustees, reached by a private 
elevator. The room is used for 
monthly board meetings and for 
weekly 
occasion 
the Junior Chamber of Commerce 
are invited to use it. Much of the 
original beauty of the room was 
retained. The paneling and the 
furniture were restored to their 
original English oak coloring, and 
a number of chairs were built to 
match the several that survived 60 
Originally an old- 


committee meetings Or 


outside groups such as 


years of use 


If this reminds 

you of your office, 
it’s time you saw 
the dealer 


who features 


STEELCASE 


boost moral 


and efficiency are usually 


undings. Your Steelcase dealer 


janning and layout. He not only 


last word in attractive, efh 
will develop for you a Steel 
to speed and simplify work 


| Steelcase units 


lardized, interchangeable parts 
nee and flexibility that saves 


And Steelcase furniture is 
lors, new metallic finishes 
ps. Why not consult your 
ow econ 


nomically vou car 


Lz Look for your Steelcase 
deoler in the classified section 


of your telephone directory 


For new ideas in office planning, write fc 


for ‘Tooling Up Your Office 


err 


— ie a oe Yo = 
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METAL OFFICE FURNITURE CO., Grand Rapids, Michigan 
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fashioned bath tub adjoined the 
room, for members wanting t 
freshen up after a day's work at 
their own establishments prior t 
their attendance at a board meet 
ing. The tub has been replaced by 
a glass paneled private shower 
room with basin and shaving 
equipment. 

The fourth floor was also liter 
ally created out of the sky, by 
placing a ceiling at the fifth floor 
level. The fifth floor is not used 
by the Society, but is being rented 
by them to outside tenants. The 
fifth floor private offices leading 
off the balcony remain as they 
were when the building was origi 
nally constructed. This floor thus 
offers visitors a look at the “be 
fore” of the Society's remodeling 
program. The newly created fourth 
floor, however, houses the dining 
room, large employee lounges, and 
spacious office areas for the per 
sonnel, accounting 
and tabulating departments 

Some of the modern equipment 
included in the bookkeeping de 
partment is the check-clearance 
machine and the microfilm ma 
chine. The clearance machine auto 
matically sorts and totals checks 
having pockets into which the 
checks drop by classes. The tabu 
lations are run on _ continuous 
tapes, and as each class is com- 
pleted, the portion of the tape 
applying to that class may be torn 
off and attached to the checks. 
Individual totals on the tape bal- 
ance with the cumulative total. A 
Recordak photographs the front 
and back of the checks with one 
roll of microfilm recording 10,000 
checks. When these operations are 
completed, the checks are then 
sent for clearance through the 
banks on which they are drawn 

The bookkeeping for the mort 
gage loan department is handled 
by the tabulating department. In- 
terest, computed rapidly on 12,000 
mortgage loans, is deducted from 
monthly payments, and the net 
amount extended and deducted 
from the principal. The tabulating 
department prepares loan payment 
notices, does the billing for the 
safety deposit department, as well 
as the bookkeeping for the school 
savings. Dividends for the school 
calcu 


book Keeping 


savings accounts are als 
lated on these machines 

Because of enabling legislation 
in the State of Ohio, the Society 
is one of the few mutual savings 
banks to have a consumer credit 
department. It is also one of the 
first mutual savings banks to have 
checking accounts 
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Approximately 1,000 new fluo- 
rescent fixtures were installed, plus 
a fluorescent illuminated ceiling 
over the main lobby. The air-con- 
ditioning system, which is regu 
lated by a Carrier centrifugal re Federal Specializes 
frigeration machine, was installed 
in the basement to chill the water 
Water is circulated through coils in COMPI EX 
on each floor. Each floor has its — —— 
own control fan from which air 
is conveyed to _ individual air 
blenders in each office. These 
blenders look like a covered heat- 
ing radiator. Air filtered through 
electrically charged paper projects 
upward from the blenders, elimi- 
nating drafts 

With the exception of the main 
lobby where pink Tennessee 
marble flooring is used, the re- 
mainder of the floor areas are 
covered with “Q-flooring.”” This 
consists of cellular steel sections 
welded to a building frame. A fill 
material and regular flooring is 
placed over the steel sections. This 
type of flooring saves time and 
costs because it provides access to 
power for all of the individual 
lighting units and office appliances 
and it provides for electrical out- 
lets at any desired point. Copper 
heating coils in the sidewalk sur- 
rounding the building proved very 
efficient last winter in removing 
snow during the big snow storm 
This was a real test. Federal designs and prints forms to 


Business Forms 
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solve your business problems. 





We specialize in complicated carbon- 


Absenteeism interleaved sets of all sizes and 


combinations of sizes. And because 


Rate High we use only the fastest, most modern 


machines available, you can depend 

BSENTEEISM costs employers on us for finer precision-printing — 

on the average of $56 per em- and prompt delivery. Federal prices 
ployee per year for every employee , 
on the payroll, according to a 
report “A Survey on the Cost quote on your next job? 
of Absenteeism” which was con- 
ducted by Benson Laboratories 
Inc., of Pittsburgh, Pa. 

This survey, the first of its kind 3 ; 
covered 249 representative com- i e FREE FORMS FOLDER = Federal Business Products, Inc, 
panies and revealed these signifi- DEPT. A 
cant facts. ¢ 90 Gold Street, New York 38 

1. Less than 25 per cent of the . = _— Send me your free illustrated folder, “Short Cuts in 

3 Da Business Forms” 


are attractive. Why not have us 





business organizations surveyed ; 
maintain any records whatever of ; checks. -° MAME 
employee absences. a 

2. Only 8 per cent of the com- 
panies surveyed maintain records | city. ZONE STATE — 
which are complete. ~ re Ve PD 

Based on this average the total 
cost of absenteeism to American "EDERAL 
industry with its 60 million work- pasuevens OF 
ers is more than $3.33 billion dol 


lars per year business Frowucls. me 9 GOLD ST, NEW YORK 38 * CO 7-8850 
49 


ADDRESS 


BUSINESS FORMS SINCE 


March 1952 





Why | gave the largest order to Bill 


His office impressed me, first time I saw it. The place had 
an air of quiet efficiency. He had figures we needed, right 
at his fingertips. Looking at his desk, I felt big things would 
get done because details were competently handled. 

It gave me a clear picture of the kind of man I wanted to 
do business with, That's why I gave Bill the largest order 

"Y and E” makes the office equipment that’s such an 
important part of this picture 

Attractive, efficient “Y and E” helps you get things done 

the way that gets the order 


“Y and E” equipment is designed for success 


If delivery on your order for "Y and E” equipment is delayed, you 
may be sure we're doing our best to overcome the problem as 


auiwkly as steel shortage permis 


Also Makers of Quality Filing Systems and Supplies 
—_—_—— 


1042 JAY STREET © ROCHESTER 3, N.Y. USA 








The Dartnell Sales Manager's Handbook 


Forty-eight sections—1,150 pages—covering every detail of 


operating a sales department. It will provide the answers to 
your questions on sales 

policy and sales super- 

vision. Price $10.00, 

plus postage 


THE DARTNELL CORPORATION 


4660 Ravenswood Avenve Chicago 40, Illinois 








Centers Lure 
Customers 
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There are two general ap 
proaches to the desigr problem 
depending upon whether the stores 
tend to face out toward the street 
or in toward the center of the 
project. The latter offers many 
advantages. It is difficult, however 
to adapt this system to a medium 
sized center 

In Lincoln Village, it was de- 
cided to employ an interior pedes 
trian mall, with stores fronting on 
both sides. But other smaller 
stores were placed so as to face 
the principal highway frontage 
and also the principal parking 
area. Most important of all, this 
arrangement provided _ inviting 
vistas into the mall from all di 
rections except the reat 

The primary objective at every 
point was, of course, to create a 
fine market place, as well suited 
to the twentieth century American 
life as was the oriental bazaar to 
life in ancient Bagdad. This means 
there should be no conflicting or 
extraneous’ distractions; rather, 
there should be a high degree of 
concentration, even distribution of 
pedestrian traffic, adequate variety 
of merchandise and service, and 
an inviting festive atmosphere 

Part of Lincoln Village's attrac- 
tion for customers is its good 
highway connections to all nearby 
residential areas and its 1,500 free 
parking spaces. And when a shop 
ping center is attractive to cus 
tomers, it will be attractive to 
merchants and investors 

The next 10 years should bring 
a constantly increasing volume of 
construction in this important field 
With parking accommodations for 
several hundred to several thou 
sand cars, such centers will, in 
themselves, provide an answer to 
the increasing need for parking 
areas. And they should stimulate 
plans for even more extensive 
parking areas in, or closely adja 
cent to, the thousands of estab- 
lished business districts of ow 
ountry 

By disturbing the complacency 
of citizens with investments in, o1 
near, business areas, such shopping 
centers will benefit the entire con 
munity. The congestion of the 
traffic-ridden retail districts may 


be relieved before it is too late 
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Better Forms 
Save Money 
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Continued from page 


forms. These should be used 
wherever possible but the check- 
offs should be arranged so that it 
is not difficult to locate the spaces 
and their meaning is always clear 

For this, the box style is useful 
It permits entering a larger num 
ber of items in a given area with- 
out confusion by enclosing related 
items in a box. This also helps 
indicate the procedure for record- 
ing the information 


20. Can window envelope be used 
for mailing form? 


The cost of a window envelope 
is only slightly more than that of 
an ordinary mailing envelope. Yet 
its use can save a considerable 
amount of money in a year’s time 
Order acknowledgments, invoices 
checks, and purchase orders, can 
readily be designed to use with 
window envelopes 


21. If form is printed on two sides, 
are both sides aligned correctly? 
As a general rule, forms should 
only be printed on one side. How- 
ever, if it is necessary to have 
several different forms printed on 
both sides, care should be taken 
to distinguish the back of one 
form from another, to eliminate 
the possibility of a clerk's mistak- 
ing a sheet and posting informa- 
tion on the back of the wrong 
form. The usual practice is to vary 
the manner of alignment. Forms 
may be printed head to head o1 
head to foot (tumble), depending 
on the use of the form. A form 
printed on two sides designed for 
a three-ring binder should be 
printed head to head. Ledger 
cards should be tumble printed, de- 
pending on their size and the type 
of bookkeeping machine. Sufficient 
margin should be provided so that 
the forms can easily be read after 
they are bound. It is also neces- 
sary to use paper sufficiently 
opaque, so that information from 
one side of the sheet does not in- 
terfere with the legibiiity of the 
other side 
22. Has form for general public 


been cleared with public rela 
tions department? 


While the public relations de- 
partment may have no experience 
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‘Did we trim 
payroll 
production costs! 


as 


We had no idea if costs us so much to he special high-speed tabulating ma 
hove our office clerks figure the payro hines. They provide us with complicated 
unt we did a ttle colculoting of ox poyro registers and other poyrol! dota 
own! even completed W.2 forms! 


We were running Reevy Gn overime Send for FREE brochure now! 


ond Joe constantly hod to break in new 
Find ovt more about this remarkable 


girls, too 
service that pores todays high cost of 


That headache's a thing of the past overheod. (We will tabulate your soles 
now that the Recording and Stotistico nventories, prices, costs, etc. for you 
Corp. turns out our payroll figures on tool) Why not call or write now? 


RECORDING & STATISTICAL CORP. 
CHICAGO - BOSTON - DETROIT - MONTREAL - TORONTO 
100 Sixth Avenue, New York 13, NY. 





(1) Save Wloney and 
(2) Seat Shortage of Help 


500 $ TS AN HOUR easily collated by one pair 


USE vane GATHERING RACKS 
es 


GUARANTEED to produce nskilled hands. One person does the work of two 


ker and better result 
” rge and 
than any other ollating 


aid on the market 

Pictured. 18-Section 7 

Mode! $25.00. Seven other 

Models from $11.06 to 
™, $16.50 


See Your Dealer or Write: Evans Specialty Co. Inc. 405 N. Munford St, Richmond 20, Va 














, 


rson wh form. Good typography and layout 


I than the pe 
rect p F se and when not consulted will go far to make the form more 
ers that rez 1 tn i a change, nobody can be attractive 


y request to as more annoyed than the actual 
, 25. Has a code number been as 


much a problem for j It is just good common sense ~ 
department as an to let the persons who use a form signed by forms control 


in a newspaper participate in its designing. They There are several methods 
» of paper that reaches will be more cooperative, and assigning form numbers, such as 
the public represents management usually a better form will result strictly numerical, departmental 
and therefore must fit into the Inertia to affirmative change car numerical, alphabetical prefixed 
ompany's public relations policies best be overcome by active par- numerical, and numerical with 
ticipation in the planning alphabetic suffixes. Prefixes and 
23. Has this form been checked suffixes may designate depart 
with actual users? 24. Has form been checked for at 


' 4 ments or specific uses. The num 
tractive tayout 


It is most important that we do bering system depends a great deal 

not design or change forms with- An unattractive appearance pre on the size of the company and 

out consulting the actual user sents a mental hazard which could the general approach to forms 

After all, nobody knows more greatly reduce the efficiency of the control. For smaller companies a 
straight numerical sequence with 
an alphabetic suffix for each of the 
revisions, is about the simplest 
method. 

It is advisable to maintain 
alphabetic cross-reference indexes 
for the title of the forms and for 
their purpose. A simple way of 
maintaining the forms control file 
is to keep the original requisition 
flow charts, and any other analysis 
material, together with three 
copies of the form and any revision 
thereof of each form, in separate 
folders. The cross indexes, to- 
gether with this file, should supply 
all required information for a 
forms controller 








When Rented 


pad Property Burns 
PUSH-BUTTON MULTIPLICATION pis 


gets defense fiqurework under way 


-SURER “ — held to be negligent. A metal 
FASTER - EASIER : working process was involved, and 
u - a casting reached a grinding ma- 
chine operation too hot to work, 
so the operator dropped it into a 
oaene we Ae a vat containing inflammable oil. A 
\ ie fire started that destroyed the en- 

sumer yuse Ma ? tire plant 
y e There is a great difference in the 
sania deme eaieabas ot adeuitia mattress manufacturing case and 
work is multiplication, experienced office Me PUSHBUTTON MULTIPLICATION that of the hot casting. The owner 
workers everywhere choose the calculator , " of the mattress business knew of 
or egy oe petty ay the fire hazard—but the other had 
will prove this by a demonstration not intended that the vat of oil 
n your office—call him today would be used to cool castings 
The metal worker was liable un- 
der the rule that the employer is 


M CH Q NT qe )t responsible for the negligence of 
: aaa ' : ove the employee—the mattress owner 
MARCHANT CALCULATING MACHINE COMPANY for his direct violation of his lease 

aniawo @, Cacirommia \ ; P) The price of the insurance as 


respects the landlord is the same 


Faster 
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regardless of the lease provisions 
In fact, the same rate prevails 
when the building is occupied by 
the owner as by a second party 
tenant. These lease provisions that 
obligate the tenant for all fire loss 
or only for those due to their 
negligence, invariably do not inure 
to the landlord's benefit 

Property Damage Liability in- 
surance policies, considered in the 
February AMERICAN BUSINESS, do 
not protect the tenant for damage 
to the leased property. Generally 
speaking, the insurance companies 
are not adequately equipped to 
provide such insurance as yet. 

Covenants from leases of two 
nationally known chain stores 
listed below, indicate an improve- 
ment from the tenant's viewpoint. 
However, such applicable perils as 
explosion, sprinkler leakage, and 
the like should be added. 

“The Tenant shall make all re- 
pairs and replacements made nec- 
essary by its negligence, and this 
shall include overloading of the 
floors of the premises, and the 
Tenant shall make all repairs or 
replacements to equipment _in- 
stalled by it; and to all electrical, 
heating equipment, and plumbing 
systems; exterior doors; plate 
glass; and all repair or replace- 
ments to the non-structural in- 
terior portions of the building, 
except any repairs or replacements 
made necessary as the result of 
damage caused by fire or the ele- 
ments or Acts of Providence.” 

From the second lease: 

“If, as a result of damage to 
or destruction of, such improve- 
ments, due to fire, or the elements, 
or casualty, or as a result of the 
exercise of the right of eminent 
domain, the whole or any part of 
the premises shall become unten- 
antable, dangerous, or unfit for 
the Lessee’s (Tenant's) use, or the 
Lessee lose the use of all or any 
part of the premises, rent shall 
abate in the Same ratio that the 
number of square feet of the de- 
mised premises so rendered unten- 
antable shall bear to the entire 
square foot area of the demised 
premises during the continuance of 
such condition. The Lessee shall 
not be liable for any loss or dam 
age by fire, irrespective of the 
cause thereof.” 

The logical rule to follow in 
preparing a lease is to first decide 
which of the parties are to pro- 
vide the respective kinds of insur- 
ance, and then draw the lease to 
meet this situation. A sound under 
standing of insurance coverage is 
essential. 
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wiltshire modern 
CONSULTATION 
DESK 


ideal for banks, finance offices, in customer consultation, you 
surance companies this Wiltshire Wiltshire Consultation Desk 
Modern Consultation Desk is designed your dealers now! 


need the 


See it at 


for private confidential conference be WRITE FOR OFFICE PLANNING GUIDE 
tween two or more persons Imperial's Office Planning Guide 


This versatile desk allows comfort Complete with floor plan, cut-outs ond 


able, close-in seating on three sides basic office planning information 


soves space while increasing the is available now from your neorest Im 


efficiency of your office perial deoler. Call him todoy or 


if your business requires frequent write direct for your copy 


Imperial 
desk company 


“YN EVANSVILLE 7, INDIANA 
\ 


A faster and easier way to sort 


and file checks! 


Hadley 
UNI-SORT 
CHECKS 


SAVE UP 


ot 


H 
Hadley I 


i waste 


YOUR ACCOUNTANT Of8 SEND For 


Established ! dle 


Cheries R. Hadley Compeny 


Manufacturers of Business Forms 
and Systems 


ILLUSTRATED FOLDER 


Chaertes 8. Hadley Compeny, Dept. 9 
330 N. Los Angeles &., Los Angetes 12, 


ase send c rate t ler « 


2 


eeeeeeeeee eeee 
> 


Offices in principal < 7 ‘ Srare 


Consult your telephone director Seeeeeeeeeeeeeeeeeee ees 


TO 85% OF TIME 
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Eploye ood MIDIS TMM RELATIONS 


This is more than a mere wage dispute over the terms of a new contract. It is a contest 
between the union and the Government over wage-control policies. It has been the misfor- 


tune of the steel companies to become the battleground upon which this contest is being 


fought. The steel companies, like many other enterprises today, no longer have full power 


to manage their own affairs.—Benjamin F. Fairless, president, United States Steel Corp. 





Says Fatigue Related 
To Motivation 


\ partial solution to the industrial 
rue problem and its irmiful ef 
on production and acct 
dt John V. Grimaldi 
lustrial Division 


(‘asualty and urety Com 


' lents W 


York at the annual meetir 
American Society of Mechanical En 
neers held in Atlantic City, } 


Mr. Grimaldi recommer 





img and educational 
{ reduce the 

ind have a ber 

employee's attitud 


rilition Manpower 


nei 


Idi stated 


First hourly employee to receive a copy of the Ford booklet explaining the 


retirement plan established by agreement between the company and UAW-CIO 


posture na 


von, posture" Booklet Tells Ford’s 


iny possibility 


‘riction ‘between employees or be- Retirement Benefits 


py « he boc 
t's What When Y« g 


ssued or ho 


j 
ft} 


igainst possible cumu Wha 
( I reased St eT 


weeks 


i 6-d 
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Booklet Stresses Cost 
Of Labor Turnover 


Labor turt 
$85 to $35 
ipon the ty 

What Forem 
Production an of a little book 
let released by . Knight 
Associates, consulting ngineers 
Chicago Continuing further 
booklet indic 
cent of all 1 
leave before completing ¢ 
the job. It is pointed out 
foremen can reduce turnover ma 
terially and that, on the average, a 
10 per cent reduction in turnover 
will more than pay for the trainin 
of five foremen. “Foreman training 
has shown it can increase production 
from 7 to 40 per cent has reduced 
the amount of scrap and rework by 
as much as 20 per cent in many 
companies.” 


One of 66 bulletin boards kept up to date with weekly news items in campaign 


. . . 
New Slidefilm Reviews to improve worker-management communication at the Mohawk Carpet Mills 


Year at McKesson 
Working Together in McKesson” Bulletin Boards Solve Communications Problem 


is the title of a new sound-slidefilm / ow t, 
in color which McKesson & Robbins PR ee ‘a pe erthe gee “aie 
Inc., has been showing to employees its employees not on ' 

in all its divisions throughout the but 
country as part of a continuing pro the monthly emp! 
gram of employee communications Tomohawk 
The new film has been designed both 
as a review of operations during 1951 
and as a means of indoctrinating new 


current news 


could 

matter how har 
is obvious 
written tar 
employees anything of 

rhis dual purpose is achieved with ‘ 

22 ‘ : oO 

a new 36-page, 2-color handbook of 


become 


s zine hits the mail 
the same name. The handbook ex 
As 


tends the scope of the film by ex- 
plaining rules and practices which 


an answer 
something that 
worker news wh 
affect employees in their personal 
relationships with the company 


weekly publica 
gre gun. This appears 
The handbook wi: n to all letin boards every Mos 
employees at the initial showing of 
the film. Later, as new employees 
join the company, the film and hand 
book will be used to introduce them 


letin boards, made t 
Safety Equipment 
backed, have glass d 
lighted by fluorescent 
to the organization Each Thursda\ 


t 
at 


make a paste-up of 
photographs taken espec 
bulletin Cop 
pasted undet! 


SHOP —_ Slogans meep Women Workers Sefety 


Each montl 


tin mil 


¥ . 
MEANS HOME HAPPINESS [iRMUU 


Youngstowr 


together and " 
A thought-provo 

al | More than 150 \ 
in the departn 


suggested are the 
of various s17es 
: participated in selec 
Women workers at Youngstown think Envest in Satets 


up slogans to help reduce accidents dends” and “Work 
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Drawing winning tickets for tubeless tires, special prize in B. F. Goodrich’s 


departmental safety contest. $10 merchandise certificates were also featured 


Evaluation Programs for Managerial Jobs 


i more attenti i ! In addition to explaining how many 
companies make use of job evaluation 


and why 


matter of job ¢ 
ich extend to the for managerial positions 


o jobs in the they do so, the study gives details 
» An importar fac ! on the choice of a system, the selec- 
tion of factors the use of 


commit 


single 

analysts \ sus evaluation 

tees, and ranges for 
salaried posi 

Positions 

ional Indus \ 1 by rt S. Briggs 


ind from the Personne] 
hod of High-Level 
ll-page pam 
Edward N 

for the Ameri 
Association. Mr 
s explain that 


ssful his VE 


nsiderable 


meth 


study 

aluation 
the ts gi i if a nom 
heme . , i Wat nal price from the American Manage- 
New York 18, N. Y 


Single copies are tilable 


a 


the Det ment Associat 


Goodrich Gives Tires 
To Safe Workers 


certifi 

tubeless 
Draw 

held in 


ported no 


departments 
disabling 
specific period of tir 
the program included bulletins 
nouncements, posters, and 


the employee magazine, C 


Quarter Century Club 
Adds 14 Members 


At the recent meeting of 
Quarter Century Club of Felt 
lrarrant Mfg. Co., R. J. Koch, presi- 
dent, presented gold watches to 14 
new members of the club, one of 
Chicago's oldest in 1886 

In addition to welcoming the new 
members, five 40-year employees re- 
ceived $1,000 checks at the annual 
dinner. Besides these 40-year mem- 
bers the club also 
old-timers with 43, 44, and 45 years 


boasts several 
of service one with & I Sé 
ice: and two with 59 vez each 
The front 
magazine, The Circle, was given over 
to a picture spread of the meeting 
and a souvenir program was distrib 
at the banquet 


page of the employee 


uted to each person 


Do Your Employees Read 
The Wrong Literature? 


Employee relations executives agree much of 
the literoture employees read distorts their 
thinking about business. And literature distrib 
uted by the payroll enclosure method is often 
labeled “propaganda 

A Solution to the Problem—To meet the prob 
lem, N.R8.B. is establishing Information Rack 
Centers in plants and commercial establishments 

across the country. Through 
this method employees select 
literature on a voluntary basis 
Positive thinking is developed 

The free booklet, How to 
Strengthen Employee Relations 
With Information Rock Centers, 
exploins how you may profit 
from this successful progrom 
Send for it today 


THE NATIONAL RESEARCH BUREAU, INC. 


421 N. Deorborn Street Chicago 10, IIlinois 
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Tew NOVEM...’ EOUIPIMENT 


Compared with the high cost of labor, the best office equipment is low in price; yet 
properly designed tools can increase employee productivity, efficiency, and job happiness. 
Would any items listed below lighten or speed your work flow? Many were featured at 


the National Office Management Association show which was recently held in Chicago 











Transmit Messages in 
Your Own Handwriting 


— 
—_ 
— 
— 
— 
— 
— 


Pocket-Size Stapler Modular Unit for 
Replaces Nails Filing Drawings 


FASTENING metal or fiber shipping ADD filing sections as needed wit 
tags to export boxes takes one-fifth Diebold’s new engineering drawir 
the time of hammer and nails with file. Units contain five drawers eact 
heavy-duty staples shot from stapling and stack to whatever height desired 
gun. Five times as powerful as ordi- This stacking feature enables eng 
nary one-hand industrial tackers. The neers to add badly needed filing space 
Heller Company, 2153-E Superior by purchasing sections’ only as 
Ave., Cleveland 14, Ohio quired, rather than a complete 
Standard drawers boast excellen 
ing space. With normal capacity 
150 tracings and maximum capa 
of 265 tracings per unit, drawers wil 
hold 48- by 36-inch, 36- by 24 
or 24- by 18-inch drawings 
standard 5-drawer unit is 15% inche 
high, 41% inches deep, and feature 
case-hardened roller bearing sliding 
drawers. Dustproof base units, top 
panels, and drawer sections are 


+ ¢ 


heavy steel welded to form construc- 
tion. File comes in olive green finis! 
with label holders and solid brass 
drawer pulls. Diebold, Inc., Dept. EF 
Canton 2, Ohio 
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Electric Stapler Frees Both 
Hands for Work 


Automatic Typewriter for 
Small Offices 


COMPA 


Mode me | oe or o 


ne More Uniform Copies 
jard mod With New Duplicator 


othe taicting SELECTOR dial on Rex-Rotary 


hes deep. Fi new D-270 duplicator controls 
newriter 

degradation —_ flow according to the number of lines 
or buttons tor 


on the page. Just set dial to correct 


r paragraphs carried 
t 


i degree of continuous inking, and du 
er roll, New record plicator turns out perfectly uniform 
rted in thar 

rted in less than a work, reducing ink consumption and 


utfomat VI 
Automatic Typ eliminating paper waste. Operator 


( irpenter | 





has time for other tasks. Precision 
paper feed insures exact register 
for printing multicolored forms and 
multicolored copies. Duplicator offers 
printing-press accuracy plus easy 
operation Rex-Rotary Distributing 
Circular File for Increased Corp., 19 W. 31st St., New York 1 


Production N.Y 


UNIQUE design of Wassell’s new 
file allows the operator, while seated 
to reach a large number of active 
records. A pie-cut in tiers furnishes 
sccess to files. Clerk simply rotates 
tier until desired tray 1s in the open- 
ing. Long and short removable trays 
ire alternated on tiers for space 
saving. Additional tiers may be added 
when necessary. Multiple-tier Rotor 
File offers rapid posting on high 
volume, active records. Wassell Or- 
Improved Stencil ganization, Ine., Westport, Conn 


Easy to Cut Split Keyboard Speeds 
GAUGES printed on both edges of am i a Calculating 


the new Impress duplicating stencils a TWO-IN-ONE feature on new cal- 
tell typist not only how many lines ‘ ‘4 culator introduced by Felt & Tarrant 
have been used, but how many re . i allows operator to calculate on right 
main available, Clean, sharp, legible side of keyboard independent of 
from typing directly totals accumulated on the left. Dual- 
on stencil, without a cushion sheet Action Comptometer converts into 
While non-glat ra color shows : standard full keyboard when a lever 
copy typed without lifting the stencil . is pressed. Available in 10- and 12- 
from the backing , Packed two column sizes, keyboards can be “‘split” 
to a package in rmetically sealed at any point for special types of 
envelopes tencils stay fresh and ‘ figure work. Both electric and non- 
supple till “1. Also supplied is a electric models, housed in attractive 
new superthin superstrong statu 


characters come 


sandalwood finish aluminum casing 
cling sheet of pliofilm tor those who : are available for immediate delivery 
lesire a backing sheet. Print-O-Mati« at a slight increase in cost. Felt & 
‘o., Inc, Merchandise Mart, Chicago Tarrant Mfg. Co., 1735 W. Paulina 


St., Chicago 22, Ill 
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Filing Aid for 
Small Businesses 
COMPACT 


\ 
> | > 


Amazing New Method for 
Making Graphic Charts 


Simpler e Quicker ¢ Better! 


CHART-PAK METHOD 
Here's eff you do 
Improved Posture Chair he re 
For Correct Seating 
MISS EFFICIENCY, as Maso’s new 


cierice sSture chal Ss apt ‘alled ° . 
ical posture chair is aptly call Trim Microphone for 
has an enlarged back-rest and seat 


Three standard adjustments, which Easy Dictating 


assure correct seating posture, can 


ATTACH TO YOUR LETTERHEAD 
me descriptive brochure the Chart 

| ATTRACTIVE as we 
be made while the user is seated Dictaphone’s new mike 


Vinyl plastic coverings in gray, greer chipproof tenite plastic in tv 


or brown, are welted. Swivel pin is screwed together ousing ¥ , 
| stent, with Y’ wae evens, Traine ts Ses CHART-PAK, INC. 


solid steel lubricated chrome weight, streamlined, and pert 
af T T 
alloy ball bearings. Legs and base cnet Geom ais eotieee i 104.0 LINCOLN AVENUE, STAMFORD, CONNECTICU 


are of tubular steel. Maso Steel Easy to keep clean. Dictaphon 
Products, 81 W. Van Buren St 420 Lexington Ave., New 
Chicago, Il N. ¥ 





the new 
MAPI ACCOUNTING 
-»+- MANUAL ... 


® the result of three years of work by 
executives in capital goods ond indus 
trie equipment industries with the 


benefit of professional consultation 


® written for effective use by senior 
orporation executives withou! a tech 

o! accounting background as we 
os financial officers in industry, ac 


ountants and accounting students 


® timely discussion of pressing account 
ng problems: Classification and De 
scription of Accounts; Financial State 
ments and Reports; Property, Plont and 
Equipment; Manufacturing Cost; Sales 
Engineering and Administrative Ex 
penses; Pensions; Internal Control and 
Auditing; Cost Estimating and Its Uses 
Profit Planning and Budgeting; Recog 


nition of Changing Value of Dollar 


Price: $15.00 


MACHINERY AND ALLIED 
PRODUCTS INSTITUTE 


Suite 505A, 120 South LaSalle Street 
CHICAGO 3, ILLINOIS 
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“Saue “Time utth 
Kite- Line 


THE MODERN COPYHOLDER 


Promotes Accuracy * Increases Production 


Saves Eyestrain + Portable 


eee | 


Attachments for copying from wider sheets 
15 inch eye guide extension — $1 25 


20 inch eye quide extension — $1 50 











FREE TRIAL OF FER — Write asking vs to send you 
A E UNE COPYHOLDER with the understanding thot 
y may return it without chorge within ten days 


RITE. LINE CORP, 1025 - 15h Sree, nw 


Washington 5, 0. C 


-LINE copyvwotpver 


erk HIDING? 


letter 





; 


This file clerk's DECIDING 
PENDAFLEX is better? 


PENDAFLEX® 
HANGING FOLDERS 


FOLDERS HANG” 
cuTs rune 
ON FRAME i costs 


\ 20% j 
Frame Ne on m 
FITS IN ow 
FILE DRAWER 
mee * 
ASS — 
‘ SS INSTANT REFERENCE 
' TO EVERY FOLDER! 





OXFORD FILING SUPPLY CO., INC 


Clinton Road. Garden City, N.Y 











60 


siness VIPS 


The following literature is of special 
interest to executives active in busi 
ness management It is current, and 
requests for this literature received 
several months after date of this 
issue may find supplies of the various 


booklets are completely exhausted 





y TANDARD PROCEDURES 
FOR FIRST AID WORKERS 
INDUSTRY. A revised edition of an 
earlier booklet this authoritative 
guide book is intended primarily for 
the use of first-aid attendants re- 
sponsible for handling injured work 
] spotlight 


ers. Block-type captions 


emergency instructions to be followed 
for all or ary types of injuries er 
countered industry. Also included 
ire diag ! ind plans for model 
first-i facili and suggestions on 
medical supplies. Booklet contains 
latest information on first-aid treat 
ment itation of the ir 


fustri 


322. SELLING TO GOVERNMENT’ 
WHERE, WHEN, HOW 
inalyzes all Government procurement 

‘es and methods. Written simply 
ind directly, it lists and explains all 


New manual! 


steps necessary to do business with 
Potential Govern- 
sub-contractors 


the Government 
ment dealings of 
lealers 
ind civilian goods manufacturers are 
analyzed, as is the over-all Defense 
Program. Selling for $1.00 a copy 
the manual is being offered by the 
Mercury Publishing Co 


service-type organizations 


323. CLEANLINESS AT YOUR 
SERVICE. An attractive leaflet by 
Linen Supply Association of America 
explains, in film-strip fashion, how 
linen service has become indispensable 
to modern industry, and how it main- 
tains its standards of sterile cleanli- 
ness. This interesting picture story 
takes you on an imaginary trip 
through a linen supply company 


324. PROTECTION WHERE YOU 
NEED IT. One of three folders cov 
ering Diebold’s three types of safes 
this pamphlet undertakes to answer 
all possible questions you might ask 
about protection for your valuable 
records. Dealing with the Guardian 
One Hour Safe, the first 4-page folder 
includes information on its appear- 
ance, tested ability to withstand fire 
impact, explosion, and burglary. The 


the Diebold Dor 


Hour Safe 


325. ADVERTISERS 
DATA GUIDE. This 
edition lists, in condense 


rates, circulation, closir 

ince dates for general 

order, and direct sel zy magazir 
as well as “shopping sections” of 
tional magazines. Included also ir 
52 pages are daily and Sunday displ 
rates of newspapers in cities 
100,000 population. Classified ad 
formation for all leading newspapers 
is tabulated by population and se« 
tional groups. Copy available wit! 


out charge 


326. FIGHT THE CONCEALED 
COSTS OF DOING BUSINESS. In a 
compact, 12-page brochure, Pitney 
Bowes points up the concealed costs 
accompanying office procedures and 
combating the 


1 
il 


suggests ways of 
problem. Pamphlet is liberally i 
trated with 
equipment desigr 
to make your mail han g easier 


us 
various items of mailing 
Pitney-Bowes 


327. FOR YOUR INFORMATION 
A handy booklet prepared by Railway 
Express Agency as a public service 
lists all the first-class United States 
post offices, plus all the branch post 
offices. This informative booklet also 
explains the highlights of the new 
parcel post regulations. Every mail 
ing room should have at least one 
copy of this booklet, available with 
out charge 


328. WHAT TO DO ABOUT PRO- 
DUCTIVITY-PAY PLANS. New 12- 
page booklet by the Eddy-Rucker- 
Nickels Company, management con- 
sultants, much of the 
fog of confusion surrounding Gov- 
ernment regulations on productivity- 
reward plans, employee pressure fot 
more pay, and lowered plant output 
due to an inadequate incentive plan 
All major kinds of plans are divided 
into two groups. The first covers 
protection-type, or paternalistic-type 
plans, and the second covers indi- 
vidual-worker and teamwork incen- 
tive plans 


clears away 


329. MODERN FORMS OF WRIT- 
TEN-WORD COMMUNICATION 
This concise 12-page booklet contains 
results of a survey of commercially) 
available facilities for rapid com 
munication in writing, published as a 
planning service by Ebasco Services 
Inc. Facilities are classified into three 
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forms 
typewriters 
transmission of record 
the written word by 

ous equipment offered on 
tor the three < 


scribed 


lassification 
issed pro 


and vi given 


3210 PRODUCTION CONTROI 
SYSTEMS AND PROCEDURES. Ar 
other of Rem Rand's meaty books on 
office procedures, this timely 56-page 
addition to your reference library de 


tails a unique method of materials 


control by el 
lays in the 


i 
iminating causes of d 


production line thus 
shortening the production planning 
cycle while speeding production. The 
book is liberally sprinkled with typical 
forms and procedt 
plete procedures for eng! 


ire charts. Com 
neering are 
outlined, as well as production plan 
ning and progress, machine load, ma 
terial and tool procurement 


. . . 


3211. DESKS OF DISTINCTION 
FOR MODERN OFFICES. This 
beautifully illustrated brochure by 
Steel Age shows eight styles of desks 
for the modern office 
meet the most exacting requirements 
for any purpose, from the conference 
desk to the calculating machine 
the folder shows through charts how 
Steel Age 
structed for 


Designed to 


desk 
desks are precision con 
lifelong durability 


Requests for these booklets may be 
sent direct to the companies listed 


321. American Mutual Liability In- 
surance Company 142 
Berkeley St Mass 

Mercury Publishing Company 
College Point, N. Y 
The Linen Supply Association 
of America, M. Snower & 
Company, Division of Opeli 
ka Textile Mills Ine 361 
W. Chestnut St Chicago 
Ill 
Diebold 
Ihio 
H. Brown Advertising 
Agency, 20 N. Wacker Drive 
Chicago 6, Ill 
Pitney-Bowes, Inc., Walnut and 
Pacific Sts., Stamford, Conn 
Agency, Inc 
York 


Boston 


neorporated, Car 


Railway Express 
230 Park Ave New 
. » = 

The Eddy-Rucker-Nickels Com 
pany, Harvard Square, Cam- 
bridge Mass 

Ebasco Services, Inc., 2 Rector 
St.. New York, N. Y 

Remington Rand Ine 315 
Fourth Ave., New York lf 
N. ¥ 

3211. Corry-Jamestown Mfg 
Corry, Pa 


Corp 
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Why not 


If you doubt that any desk could ever be 
a joy to work at, then you owe yourself 
the wonderful revelation that comes with 
owning a Steel Age Executive Desk. The 
way it adjusts to your most comfortable 
working height the copious drawer 
space ... the spacious corroleum top 

and the sturdy, honest feel of its made- 
for-lifetime construction. These marks 
of quality all add up to a kind of comfort, 


efficiency and pride you may never know 


working at your desk? 


until you sit at a Steel Age Executive 
Desk of your own! Why not call your 


dealer about deliveries? 


Corry-Jamestown Manufacturing Corp. 
Corry, Penne. 


At Leading Office Furniture Dealers from Coast-to-Coast 


MULTIPLEX VISUAL REFERENCE SYSTEMS 
Ye) 


Put Efficiency into 
Modern Business 
Keep Records, 
Charts, Graphs and 
Sales Literature - - 
RIGHT AT YOUR 
FINGER TIPS 


There isn't a better way to keep 
current information always ava 
able for immediate reference than 
on the swinging panels of a Mult 
plex. In your office or conferen 
room; in sales rooms or of so 
headquarters, a Multiplex is 
stont reminder and a helpfu 

tool. With 


date you can tell oat 


records posted 


whether or not progress 
mode without searching 
desk drawers and fle Multiples 
can help you. Get catalog todoy 
No obligation 


Above is illusteted 
@ populer Ficor 
Multiples with self 
tupporteble & 
and ten twinging 
perels 24° wide by 
36” high 


MULTIPLEX DISPLAY FIXTURE COMPANY 


916-926 N. 
Please send me catalog on Multiplex V 


Nome 


TENTH STREET 


$¥. tours, 


Reference Systems 


Compony 








Are YOU Ready fora 
TAX INVESTIGATION? 


FREE BOOKLET! 
Sead for MANEAL OF 
RECORK PORAGE 


For economical record atorage Liberty Boxes, 
with 25 stock sizes, answer your problems 


90 008 repeal users— positive proof of quality 


SOLD BY LEADING STATIONERS EVERYWHERE 
BANKERS BOX COMPANY 


Record Retention Specialists Since 1918 
720 S$. Dearborn St. * Chicago 5, Ill. 


w SHRED ALL 


WASTE PAPER SHREDDER 


Quickly shreds newspapers, magazines 
waste paper, tissue, cellophane, corru 
gated cartons, wax paper, etc., into uniform 
resilient strands ideal for packing pur 
poses. Especially adapted to shredding 
onfidential records, blueprints, etc., per 
mitting the return of this high-grade paper 
to the paper mills, for re-use 

Compact, economical, safe. All revolving partes 
are covered. Instantly adjustable. Shreds '«” to 
‘". Designed for continuous and trouble-free 

service 


FREE TRIAL 
ate a SHRED ALL 30 days. if 
not satisfied—return—owe nothing. 


UNIVERSAL SHREDDER COMPANY 
SAGINAW, MICHIGAN 





NEW BOOKS 


(hy (wD people 
Max Hes 
300 clerks 


store, 700 


points out 

behind the counters 
people are busy behind the scenes 
So Mr 
planned tour of indoctrination 
American depart 


Hess wrote this book as i 


through a typical 
ment store’ to show how each de 
partment works 
The author belie 
be better 
shopping dollar 
about the many 
department stores, and if they knew 


ed people would 
equipped to make every 
count if they knew 
services offered by 
what the department store buyers 
know about merchandise. This book 
is the result 
interested i 
tips on how to move goods, while 
shoppers will enjoy learning how to 
get the most for their money 
Interwoven with this practical ad 


Businessmen will be 


ice is the history of Hess Brothers 
Founded 54 years ago as a small dry 


goods shop in the corner of a hotel 
lobby, the business grew much more 
rapidly than the hotel! Eventually 
the retailer bought the hotel to ex- 
pand his business to the entire build 
Hess 

Brothers continues its success story 
Fairchild Publications, Inc., 7 |} 
12th St., New York 3, N. Y. 166 pages 
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PERSONAL SUPERVISION OF 
OUTSIDE SALESMEN. By Charles 
W. Lapp. There are several reasons 


according to the iuthor, why 
rlected: Be 
1 


cause of > dif vou lve 


Sales 


supervision has been ne 


i I ung rg 17 " bec 
many sales \ believe 
supervision is unnecessary, be¢ 
some sales executl issume that 
salesmen's troubles will ive them 
think 


ilts ob 


selves, and becau 
costs can be i I 
tained by mass s ym methods 

To show 
is worth 


p produces 


t 


results 


number 


we 
weet. Kiallong 


throus 

rs that m 

1 the purpose 

planning 

on external sour 
improving the supers 
salesmen ad\ ising rencies 
tective agencies, sales and mar 


ment consultants suppliers’ 


repre 


sentatives ind trade associations 
Then the methods of supervision are 
liscussed These methods o ind 
vidualized supervision include basi 
(personal field contact, personal office 
conferences, and personal correspond 
ence) and supplementary 
and telegraph 


methods 


(telephone 
reports and surveys) 
Giving a clear description of the 
tools of supervision, the author dis 
cusses the problems involved in con 
tinued training for outside salesmen 
Another chapter explores thoroughly 
all the points connected with motivat 
ing salesmen. The author says that 
the well-motivated salesman has been 
provided with Job security 
factory working conditions (including 
opportunity 


Ssatis- 


pay) 
loyalty for his company 
selling, high regard for the products 
or services sold, and confidence in 


prestige power 


respect for 


his supervisor 

Mr. Lapp has provided 78 
men's opinion” tables for easy read 
ing, and he offers summaries and rec- 
ommendations for sales executives 
Material for the book came from hun- 
dreds of sales executives who were 


sales 


questioned by mail and by personal 
interview, and considerable informa- 
from mailed 
through the cooperation of the Na 
tional Sales Executives, Inc., and the 


tion resulted surveys 


Bureau of Business Research of Ohio 
State University. Published by the 
Bureau of Business Research, Ohio 


State University, Columbus, Ohio, 320 


pages. 1951 

HUMAN ATIONS IN SUPER 
VISION. By Willard E. Parker and 
tobert W. Kleemeier. Practical ’ 
readable, book explains the part su 
pervisors play in 
communications 
trouble-shooting 


Employee selectior 
inducting, training 
rating counsel 
Also includes 
development plans, and management 
McGraw-Hill Book 
pany, 330 W. 42nd St., New York 18 
N. Y. 472 pages. 1952. $5.00 
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LOOK AMEND Zc 





QyiLe soft spots continue to grow mn the 
} there ‘ 


yisiness structure and is a good 
deal of fuming and fussing about a “bust,” we 
seo only a spotty adjustment in the offing 
K.ven if defense spending does not come up to 
expectations the stretch-out will postpone the 
time when we will have to shift from high gear 
to low. There is also a good deal of guessing 
is to the timing of the shift-over. Some think 
the transition has alre ady begun. Others Say 
195%. Still others put the time at 1954. And a 
hopeful few think our present high level of 
business will continue indefinitely, The answer, 
we suspect, hangs among the keys in Jo 
Stalin’s closet. But barring the unexpected, 
the transition from a defense to a peace 
economy will probably not be nearly as drastic 
as the prophets of gloom think. It seldom is. 
What could happen is that our rearmament 
policy might lead to overexpansion of som 
industries and curtailment of expansion in 
those necessary to a balanced civilian produc 
tion. Or we could embark upon a shortsighted 
foreign policy which might restrict imports of 
vital raw materials, particularly materials ob- 
tained in undeveloped countries where com- 
munism is rife. But all things considered, the 
steady expansion of our population and na- 
tional output of goods and services should con 
needed 
adjustments as we go along. So we see littl 


tinue, even though we must make 


vain in running for the storm cellar every time 
a dark cloud appears. The year 1952 will be 
yust as wood as we choose to make it. No better 


No worse, 


How Fair Is Fair? 


A spe aker on the “Catholic Hour” broadcast 
reminds us Christianity teaches that since the 
property owners have already surrendered 
some of their profits TALE ly, management 
a fair portion should be 
given to workers. “Tlence,” said the speaker, 
“the official teaching of the Church is. that 
there should be modification of the wage svs 
tems so that the worker will receive a just and 


and responsibility 


living wawe, or a right to share in either the 
profits or ownership of industry.” We are sure 
Protestants, as well as followers of the Roman 
and other Catholic faiths, will agree with this 


principle American business knows high 


64 


wages (competitive conditions permitting) go 
hand in hand with high profits. Thousands of 
stock-purchase plans evidence a_ willingness 
to let employees share in ownership, profits, 
and losses if they wish to risk their savings. 
But few do. Union leaders, as a rule, caution 
members not to invest in their employers’ busi- 
nesses. This narrows the conflict which the 
unions, like the Church, seem to assume. Ac- 
tually all compensation is profit sharing, since 
profits must be created before they can be long 
shared. A wage increase is Just as much profit 
sharing as a bonus check at the end of the 
vear. But the area for dispute, which the policy 
just stated seems to widen, is caused by the 
lack of a definition for the term “just and liv- 
ing wage.” Who is to say? The employer? The 
union’ The Government’ Or the Church? 
Labor relations, it seems to us, are overloaded 
with catchwords that feed the game of class 
contlict. 


Four Days of Fun 


The sticky selling which some “big ticket” 
products are experiencing has turned the 
thoughts of sales managers toward prize con- 
tests. We note, for instance, that General Elec- 
tric took 1,600 top appliance dealers on a 
“Road Race Jamboree.” Western winners 
were given a blow-out in New York, Eastern 
winners did their jamboreeing in San Fran- 
cisco. There was a 4-day whirl of cocktail par- 
ties, dinners, musical shows, and sightseeing 
for the dealers and their not-to-be-left-at-home 
wives. The company picked up the tab. The 
significance of this contest is not that GE of- 
fered an expense-free trip as a prize, for that 
is as old as the hills. But it is noteworthy that 
General Electric, who spends its money care- 
fully, found it more desirable to make the 
prize 4 days of fun, rather than merchandise, 
defense bonds, or something of lasting worth. 
Is it that 5 vears of soft selling, inflated prices, 
and big commissions have dulled a salesman’s 
interest in money or its equivalent? It was not 
so long ago that the most popular prize was 
a plain white shirt! It is uncomfortably remi- 
niseent of the last days of Rome, when all 
peopl seemed to reach for was a good time 
and a trip to Pompeii. Let’s hope it will end 
differently. J. C. A. 
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Are the scenes at the left familiar? 


One girl at the Thomas Collator pic- 
tured below can match the production 
of as many as four girls ‘‘gathering’’ 


manually. 


If this saving interests you, please write 


us for Brochure “‘A3"' and the full story. 


specialists in paper gathering 
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